w BS( M \ Work Instruction
: J Convert Bidder to Vendor

Process Overview

Purpose

The purpose of this transaction is to convert a business partner from being a bidder to being a vender. To
do this, you will perform a search for the bidder you wish to convert. You will then enter purchasing
organization, PO currency, logical system, and medium information and save your changes. Your bidder
is now converted to a vendor. Note that you will use the same business partner number to identify the
organization regardless of whether they are a bidder, vendor, or both.

Process Trigger
Use this transaction to convert a bidder to a vendor.
Prerequisites

e Business partner must exist in WBSCM.
e Business partner must have bidder role assigned.
e Business partner must not have vendor role assigned.

Portal Path
Follow the Portal path below to complete this transaction:

e Select Operations tab # Supplier Mgt tab # Manage Suppliers folder # Manage
Suppliers link to go to the Manage Business Partners screen

Tips and Tricks

e This transaction will not allow you to modify any fields (this note is added for Display
transactions only)

e The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

o0 A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required

o0 An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction

o Refer to WBSCMPortal Basic Navigation course for tips on creating favorites, perform
searches, etc.

Reminders

e Remember to check your work
o Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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Procedure

1. Start the transaction using the Portal path: Operations tab # Supplier Mgt tab # Manage
Suppliers folder #+ Manage Suppliers.

Manage Suppliers - WBSCM Portal Screen

USDA United States Department riculture Wel TRAIN DPZ L og Of
T = N DP. g O
_ Web-Based Supply Chain Management reicome © B

T operuons [ PO

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back

[410]
» [0 Manage Suppliers.

» [0 Manage Suppliers
*[J Manage Suppliers

=5 Partners Help

Business Partner as Create
= Approve Suppliers -
= Display CCR Data
= Freight Agency Reugi: i Busi Partner Data i
= Maintain Port Capacities
» Vendor Maintenance

Location i

= Maintain Vessel Information
= Manage Business Partners
= Manage Suppliers Business Partner Data ik
= Plant/Shipping Registration
= Supplier Self-Service Proxy
= TIN Maintenance

= Upload Supplier Registrati Busi Partner o Convio
» Vendor Registration Form
= Warehouse Aftributes

= Approve Suppliers

- Display CCR Data

= Freight Agency Registration User for Employee o
= Maintain Port Capacities
= Vendor Maintenance

and Employee i

4

[=] [=] =] [=] E

& [} @ Fil s}
g ) 3 g 2 & g
% m o L3 L L =

Employee for Business Partner h

= Maintain Vessel nformation Business Partner #

= Manage Business Partners
) lanage Suppirs| Eploye "
= Plant/Shipping Registration
= Supplier Self-Service Proxy
« TIN Maintenance Purchasing Company i)
= Upload Supplier Registration
= \endor Registration Form

= Warehouse Attributes

= Approve Suppliers

+ Display CCR Data Ad

@ Internet | Protected Mode: On ® 100% ~

2. Click 4 (the Hide Navigator button) to minimize the Portal menu. Note that you can do this with any
transaction in WBSCM - not just procurement transactions.
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Manage Business Partners Screen

USDA United States Department of Agriculture
#ll \Veb-Based Supply Chain Management

Welcome TRAIN DPZ

vome [T rnovce | Swopves | armn | Rapors | e
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back
L
Manage Business Partners Help
Business Partner as -
Business Partner Data ]
Location ]
Business Partner Data ]
and Employee i
Business Partner Execute
Area for Input Fields i M
Employee for Business Partner [2]
User for Employee [2]
Business Partner ]
Employee b
Purchasing Company h
@ Internet | Protected Mode: On ®100% ~

3. Asrequired, complete/review the following fields:

Field

R/O/C

Description

Business Partner

R

Example:
1001351

Network of suppliers, transportation providers, freight
forwarders (MARAD personnel), and warehouses that
ensures proper commodity distribution
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Manage Business Partners Screen

USDA un : riculture : X
Bl \Veb-Based Supply Chain Management \Welcome TRAIN DP2 Log OF mm

vore [P vnco | Suppters | amn | opors | v |
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back
L
Manage Business Partners Help
Business Partner as -
Business Partner Data ]
Location ]
Business Partner Data ]
and Employee i
Business Partner 1001351 M convio :
Employee for Business Partner [2]
User for Employee [2]
Business Partner ]
Employee b
Purchasing Company h
@ Internet | Protected Mode: On #100% ¥

4. Inthe Conv. To field, click the Dropdown button.
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Manage Business Partners Screen

USDA un : riculture : X
Bl \Veb-Based Supply Chain Management \Welcome TRAIN DP2 Log OF m

vome [T rnovce | Swopves | armn | Rapors | e
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back Forward
L
Manage Business Partners Help
Business Partner as -
Business Partner Data ]
Location ]
Business Partner Data ]
and Employee i
Business Partner 1001351 # convio -
Bidder
Employee for Business Partner [2] Invoicing Party
Portal
User for Employee [2]
Business Partner ]
Employee b
Purchasing Company h
@ Internet | Protected Mode: On H100%

5. Select (the Vendor option) list item.
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Manage Business Partners Screen

Welcome TRAIN DPZ

I once | vpters | amn | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L

Manage Business Partners Help
Business Partner as -
Business Partner Data ]
Location ]
Business Partner Data ]
and Employee i
Business Partner 1001351 M Cconvio -

Execute: Execute Pushbutton
Employee for Business Partner ch
User for Employee [2]
Business Partner ]
Empioyes i
Purchasing Company h
@ Internet | Protected Mode: On H100%

6. Click =*=cUi= (the Execute button).
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Manage Vendor Data Screen

USIDA  united States Department of ure
= - Welcome TRAIN DPZ Log Off
Sl \\eb-Based Supply Chain Management recome e e mm

I once | vpters | amn | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:

Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
[+ - B B B B B B
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Vendor®
v
v
v
4 1 | 3
@ Internet | Protected Mode: On H100%

7. Inthe Purchasing Organization field, click on the Dropdown button.
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Manage Vendor Data Screen

!_J____S DA United

= © el Welcome TRAIN DPZ
#2l \\Veb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back F ard
L
Manage Vendor Data Help =
Back to Initial Screen
Coomy o
E”Si"m 0001001351  3-TRANSPORT
artner
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice IndicatorGR POR
Purchasing Organization® PO Currency* of Based ERS Receipt ConfEx .c‘td Expected ShipNotificatnExptd Number at Vendor Incoterm
Payment Invoice Expected ontxpe P
Verification
- v B B B8 B8 | B & .
- B BB | 8 | ® =] )
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Wendor®
L
4| I | 3
@ Internet | Protected Mode: On H100%
8. Select EIEEESNEENESERINIEEY (the Purchase Organization 1000 option).
@ (Note) Th Purchase Organization is 1000 for all WBSCM users.
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Manage Vendor Data Screen

USDA u

=_— ) N Welcome TRAIN DPZ
#ll \Veb-Based Supply Chain Management rel <

vome T rronce | swwpvers | momn | Revors | e |
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back F ard
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 : - [} Bl &= [} [} [}
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Wendor®
-
-
-
4 1 | 3
@ Internet | Protected Mode: On H100%
9. Inthe PO Currency field, click on the Dropdown button.
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Manage Vendor Data Screen

USDA u

=_— ) N Welcome TRAIN DPZ
#ll \Veb-Based Supply Chain Management rel <

vome T rronce | swwpvers | momn | Revors | e |
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back F ard
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 - - [} Bl &= [} [} [}
o — S o
v B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Wendor®
-
-
-
4 1 | 3
@ Internet | Protected Mode: On H100%

10. Select (the United States Dollar option) from the list.
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Manage Vendor Data Screen

USD United States Department of

== = ' Welcome TRAIN DPZ
Bl \Veb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Fo d
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 | [[Eiec iy - - [} Bl &= [} [} [}
- v B B & ] B O
Table Vendor Purchasing Data b
v M [ Ty O O
- - B B8 & O B O
Link to Backend System
Logical System™ Wendor®
-
-
-
4 1 | 3
@ Internet | Protected Mode: On H100%

11. Selectthe Goods-Receipt-Based Invoice Verification check box.

(Note) This wiill cause all Awards to this vendor to default to requiring a Goods Receipt before

an invoice can be posted.
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Manage Vendor Data Screen

USD United States Department of

== = ' Welcome TRAIN DPZ
Bl \Veb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 | United States Dolar - Bl @ [} [} [}
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Vendor®
v
v
v
4 1 | 3
@ Internet | Protected Mode: On H100%

12. Selectthe Invoice Receipt Expected check box.

(Note) This will cause all Awards to this vendor default to requiring an invoice be posted
before the vendor can be paid.
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Manage Vendor Data Screen

!_J____S DA United

= © el Welcome TRAIN DPZ
#2l \\Veb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 | United States Dolar - (=] [} [} [}
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Vendor®
v
v
v
4 1 | 3
@ Internet | Protected Mode: On H100%

13. Select the ShipNotificatnExptd checkbox.

@ (Note) This will cause all Awards to this vendor to default to requiring an ASN before an
invoice can be posted.
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USIDA  united States Department of ure
= - Welcome TRAIN DPZ Log Off
Sl \\eb-Based Supply Chain Management recome e e mm

I once | vpters | amn | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 | United States Dolar - (=] [} [}
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Wendor®
>
[Table Link to Backend System }
-
4 1 | 3
@ Internet | Protected Mode: On H100%

14. Inthe bottom section of the screen, in the Logical System field, click on the Dropdown button.
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Manage Vendor Data Screen

!_J____S DA United

= © el Welcome TRAIN DPZ
#2l \\Veb-Based Supply Chain Management rel <

vome T ronce [ sowwvers | somin | Repors | e |
Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L

Manage Vendor Data Help *

Back to Initial Screen
Company Data Invoice Flag RYEC IgiriE]

Business
Partner:

0001001351 3-TRANSPORT

Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt C"L:'?grﬁj Expgfted
Payment Invoice Expected i P
Verification

ShipNotificatnExptd Number at Vendor Incoterm

Purchase Organization 1000 | United States Dolar -

=l

m

- -

- -

i

]
O
o

i

- -

Link to Backend System

v
ECC Backend
v

4 1 | 3

Logical System™ Wendor®

@ Internet | Protected Mode: On H100%

15. Select (the ECC Backend option) from the list.
@ (Note) This allows the backend system to store this vendor.
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!_J____S DA United

= © el Welcome TRAIN DPZ
#2l \\Veb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Corpary i o
BusMess  pno1001351  3TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice IndicatorGR POR
Purchasing Organization® PO Currency* of Based ERS Receipt ConfEx ;ac‘td Expected ShipNotificatnExptd Number at Vendor Incoterm
Payment Invoice Expected ont e P
Verification
Purchase Organization 1000 | United States Dolar - (=] [} [}
- - B @@ B8 | B B )
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Vendor®
-
B
4 1 | 3
e Internet | Protected Mode: On H100%
16. Asrequired, complete/review the following fields:
Field R/O/C Description
\Vendor R Business partner that provides materials or services.
Example:
1001351
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Manage Vendor Data Screen

USDA

= ~ha Welcome TRAIN DPZ
sl \\eb-Based Supply Chain Management rel <

vome [T nce | swpters | e | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back Forward
L
Manage Vendor Data Help =
Back to Initial Screen
Comozny Data | Invoice Flag | RYEC giEiE]
Businez£ompany Pata Tab !TRANSPORT
Partner:
Vendor Purchasing Data
Goods-
Terms  Receipt- Invoice . )
Purchasing Organization® PO Currency* of Based ERS Receipt FiEraed Rl ShipNotificatnExptd Number at Vendor Incoterm
N Conf.Expectd Expected
Payment Invoice Expected
Verification
Purchase Organization 1000 | United States Dolar - (=] [} [}
- v B B8 8 B B O
v M B B @ O O O
- - B B8 & O B O
Link to Backend System
Logical System™ Vendor®
ECC Backend = 1001351
-
v
4 1 | 3
@ Internet | Protected Mode: On H100%

17. Click “Siaiiiiiisl (the Company Data tab).
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Send Medium Screen

l_.J__SDA Unite » ment of

#ll \Veb-Based Supply Chain Management

I once | vpters | amn | fopors | v |

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers | Back ard
L
-
Business Partner Type “endor Bidder
Portal Portal Vendor
Location Invoicing Party
Send Medium
Purchasing Organization Mediun Action
B -
‘[ Table Business Partner's Transmission Medium l M
- -
- -
Tax Humbers for Business Partner |
Tax Type* Tax number® Action
-
-
-
-
* Required Entry o
& Internet | Protected Mode: On #,100%

18. Inthe Purchasing Organization field, click on the Dropdown button.
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Send Medium Screen

!_J____S DA United

#ll \Veb-Based Supply Chain Management

Welcome TRAIN DPZ

vome [T rnovce | Swopves | armn | Rapors | e
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back Forward
L
-
Business Partner Type “endor Bidder
Portal Portal Vendor
Location Invoicing Party
Send Medium
Purchasing Organization Mediun Action
- -
Purchase Organization 1000 h
-
- -
Tax Humbers for Business Partner |
Tax Type* Tax number® Action
-
-
-
-
* Required Entry o
@ Internet | Protected Mode: On H100%

19. Select (the Purchase Organization 1000 option) from the list.
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Send Medium Screen

USDA un : riculture : X
Bl \Veb-Based Supply Chain Management \Welcome TRAIN DP2 Log OF mm

vome [T rnovce | Swopves | armn | Rapors | e
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back Forward
L
-
Business Partner Type “endor Bidder
Portal Portal Vendor
Location Invoicing Party
Send Medium
Purchasing Organization Wedium® Action
—E] [ Table Business Partner's Transmission Medium ]
- -
- -
- -
Tax Humbers for Business Partner |
Tax Type* Tax number® Action
-
-
-
-
* Required Entry o
e Internet | Protected Mode: On H100%

20. Inthe Medium field, click the Dropdown button.
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Send Medium Screen

USDA u

=_— ) N Welcome TRAIN DPZ
#ll \Veb-Based Supply Chain Management rel <

vome [T rnovce | Swopves | armn | Rapors | e
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back ard
L
-
Business Partner Type “endor Bidder
Portal Portal Vendor
Location Invoicing Party
Send Medium
Purchasing Organization Mediun Action
Purchase Organization 1000
-
-
-
Tax Humbers for Business Partner |
Tax Type* Tax number® Action
-
-
-
-
* Required Entry o
e Internet | Protected Mode: On H100%

21. Select (the XML / XI option) from the list.
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Manage Organizational Data Screen

artment of ture

#ll \Veb-Based Supply Chain Management

Welcome TRAIN DPZ

Order Processing Procurement Warehouse Management Supplier Mgt

Manage Suppliers
L

Manage Organizational Data

) et e

Back to Initial Screen

-

Help

Central Data for Business Partner

Name 1* 3-TRANSPORT
Partner Number

D-U-N-5 Humber

Language * English -
Search term 1 3-TRANSPORT

Central Organizational Obj. for Bidder * 50000507

Business Partner Status

Archiving Flag [~| CentralLock [ | NotReleased

Address Data for Business Partner

Name 2

Industry sector Central Vendors -
Search term 2

Print Format -

m

clo

City * JOHNS CREEK District

Postal Code 30005 Company Post.Code

Country * USA - Region Georgia -

P.0. Box PO box postal code

PO Box Country - PO Box Location

@ Internet | Protected Mode: On #100% ¥

22. Click =32 (the Save button).
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Message Screen

USD United States Department of ture Wel TRAIN DPZ Log Off
—_— -~ elcome N DP. og Of
Bl \Veb-Based Supply Chain Management rel < ~e

vome T ronce [ sowwvers | somin | Repors | e |
Order Processing Procurement Warehouse Management Supplier Mgt
Manage Suppliers | Back Forward
L
Message
Business partner 0001001351 (function Bidder ) was enhanced with
function Vendor
e Internet | Protected Mode: On H100%

23. You have completed this transaction.
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