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Adding Characters .

Important Because . . .

» Data doesn’t always come in the format or view we can use

» A variable may need specific number of characters to be able to combine with
another data set

» Without having uniform length, you can run into sorting/searching issues or
pivot table combining issues.

» Without cleaning the variable, you can arrive at incorrect results and make
poor decision based on it.

» Sometimes a specific number or word/text needs to be added to a set of
variable column, either at the beginning or end
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Client data is below, we created a table so it can be moved into Power Query. We are looking for

AKSESHEM ..

Vendor Code. It's embedded in Column 2.

il column1 B8 column2 B column3 B columna B4 columns B2 columné Bl column7 B columns Bl columno B3
2 |Columnl Column2 Column3 Column4 Columns Columné  Column? Column8  Column9

3 AP Client A OOLBRD A-PV EMDOR HISTO RY REPORT PAGE 1

4 BEG. DATE 7-01- 2017 END. DATE 6-30-20 18

5

6 INVOICE CHECK CHECK CHECK

T WENDOR INVOICE # DATE DESCRIPTION PO# DATE MNUMBER AMOUNT

[ T

o

10 |505101-04204 Wildflower Account 607342 8/30/2017 ELECTRICAL SERVICES 4616 3/6/2018 1234658 2887.6
1 1505101-04204

12 |508007-03403 5453 608004 8/30/2017 COMPUTER EQUIPMENT 0 8f15/2017 12312357 117.17
13 508007-03403

14 TOTAL 3004.77
15

16 |505101-04203 Ix|5453 Wildflower Account B05836 8/4/2017 ELECTRICAL SERVICES A463 6/5/2018 1235357 1090
17 1505101-04203

18 TOTAL 1090
19
20 |508007-03403 005453 Wildflower Account 614229 11/11/2017 COMPUTER EQUIPMENT 0 8/15/2017 12312357 230.84
21 I508007-03403
22 TOTAL 230.84
23
24 |505102-03302 j005453 Wildflower Account 626733 4/18/2018 HEATING SERVICES (1] 4/4/2018 1234884 43.14
25 505102-03302
26 TOTAL 43.14
27
28 TOTAL A368.75
259

30

31 |506014-01402 J002433 ProWeb Account 118484-163263032 7/15/2017 OTHER OPERATING SUPPLIES 0 9/13/2017 1233180 155.02
32 1506014-01402

33 TOTAL 199.02
34

35 |506014-01402 j002483 ProWeb Account 118484-11114888-011 7/26/2017 OTHER OPERATING SUPPLIES 0 9/13/2017 1233180 149.9
36 1506014-01402

37 |506014-01402 2483 118484-1632141644 7/26/2017 OTHER OPERATING SUPPLIES 0 9/13/2017 1233180 53.1
38 50601401402 |
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The Table is then moved into Power Query Editor and transformed.

» With your cursor in the table, from the Data Ribbon, select From Table/Range

File Home New Tab Insert Draw Page Layout Formulas m Review View Developer Help Data Streamer Acrobat Power Pivot Table Design
| —
E:% [EFI'DM Text/CSV [(%} Recent Sources r [H Queries & Connections g 7 A | = i
o & fi w4 2L S
[ Existing Connections g Properties £ v ; | E
G E= From Table/Ra Refresh Stocks Currencies  Geography ~ Automatic  Anatomy || | ] Sort Filter Textto |
Datg~ rom Table/Range All ~ iﬂﬂd\faﬂced Columns ©
Get & Transform Data Queries & Connections Data Types Sort & Filter
» It moves into PQE
Home Transform Add Column View
a'_j D [i2 Properties l:l L | o/l T % Data Type: Text = B2 Merge Queries ~ I:b, [ new Souree =
gL =
Q L BAdvancEd Editar x EHﬂ EEH A ’— —l 7 Use First Row as Headers ~ zAppEnd Queries * [."1. Recent Sources =
Close & Refresh Choose  Remove Keep Remove Split Group 1 ; Manage Data source _
Load~  Preview= [ Manage = Columns = Columns~ Rows~ Rows= Column~ By ‘37 ReplaceValues Combine Files Parameters = settings [ Enter Data
Close Query Manage Columns Reduce Rows Sort Transform Combine Parameters  Data Sources New Query
> ,fx = Table.TransformColumnTypes(Source,{{"Columnl”, type text}, {"Column2", type any}, {"Column3", type any}, {"Column4", type any}, {"Column5", type text}, {"Column6", type any}, {"Column7", type any}, {"ColumnB", type v QUE'y SEttiFgS
g B ABC Columnl - 23{, Column2 e ;E‘, Column3 e ;5‘, Column4d h ABC Column5 - ;5‘, Columné - ;5‘, Column? - ;5‘, Column8 - ;5‘, Column9 -
= 4 PROPERTIES
(s} 1 |Columni Column2 Column3 Columnd Column5 Columné Column? Column8 Column9 N
~ ame
2 aull AP Client & OOLBRDA-PV ENDOR HISTO RY REPORT null null null| PAGE 1 Vendorlist
VendorLis
3 aull null| BEG. DATE 7-01- 2017 END. DATE 6-30-20 18 null null null
4 nuil null null null null null null nuil nuil Al
3 null null nult | INVOICE nuft nufl | CHECK CHECK CHECK 4 APPLIED STEPS
6 null VENDOR INVOICE # DATE DESCRIPTION PO# DATE NUMBER AMOUNT S
ource
7 T B, p— — | — |
! 2 Changed Type
8 null null null null null null null null null
9 | 505101-04204 002453 Wildflower Account 607342 8/30/2017 12:00:00 AM | ELECTRICAL SERVICES 4616 3/6/2018 12:00:00 AM 1234658 2887.6
10 null 505101-04204 nuft nuft nuft nufl null nuil null
11 | 508007-03403 5453 608004 8/30/2017 12:00:00 AM | COMPUTER EQUIPMENT 0 8/15/2017 12:00:00 AM 12312357 117.17
12 null 508007-03403 null null null null null null null
13 null null null null null null null TOTAL 3004 77
14 nuil null nult nult nult null null nuil null
15 |505101-04203 002453 Wildflower Account 605836 8/4/2017 12:00:00 AM  ELECTRICAL SERVICES 4463 6/5/2018 12:00:00 AM 1235357 1090
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With simple clicks and selections, we have created steps where the Vendor # is in its own column.
The Vendor # still isn’t set up correctly:

= Vendor # should be 6 characters.

= Not all are 6 characters, so any less than 6 characters needs zeros in front of the numbers to
create a 6-character number.

AKSESHEN ..

> fx = Table.SplitColumn{#"Filtered Rows", "VENDOR", Splitter.SplitTextByEachDelimiter({" "}, QuoteStyle.Csv, false), {"VENDOR.1", "VENDOR.2"})

& | E. |A% 6LAccouNTs - || 4% VENDOR.1 - | 8- VENDOR.2 - || a8 mvoIcE # - || 48 v DATE - || 48 DESCRIPTION - | a8 Po# - || 48 criK DATE - || 8% crke - | A8 cHRAMT

é:; 1 |505101-04204 005453 Wildflower Account 607342 8/30/2017 12:00:00 AM ELECTRICAL SERVICES 4616 3/6/2018 12:00:00 AM 1234658 28876
2 |508007-03403 5453 null | 608004 8/30/2017 12:00:00 AM COMPUTER EQUIPMENT 0 8/15/2017 12:00:00 AM 12312357 117.17
3 |505101-04203 005453 Wildflower Account 605836 8/4/2017 12:00:00 AM ELECTRICAL SERVICES 4463 6/5/2018 12:00:00 AM 1235357 1090
4 | 50B007-03403 005453 Wildflower Account 614229 11/11/2017 12:00:00 AM COMPUTER EQUIPMENT ] 8/15/2017 12:00:00 AM 12312357 230.84
5 |505102-03302 005453 Wildflower Account 626733 4/18/2018 12:00:00 AM HEATING SERVICES ] 4/4/2018 12:00:00 AM 1234884 43.14
6 |506014-01402 002483 ProWeb Account 1184584-163263032 7/15/2017 12:00:00 AM OTHER OPERATING SUPPLIES 0 9/13/2017 12:00:00 AM 1233180 198.02
7 |506014-01402 002483 ProWeb Account 118454-11114888-011 7/26/2017 12:00:00 AM OTHER OPERATING SUPPLIES 0 9/13/2017 12:00:00 AM 1233180 1489
8 |505014-01402 2483 null | 118484-1632141644 7/26/2017 12:00:00 AM OTHER OPERATING SUFPLIES 0 9/13/2017 12:00:00 AM 1233180 53.1
9 |503500-01210 002483 ProWeh Account 118484-11111601632-011 8/23/2017 12:00:00 AM PRINTING & BINDING 0 12/19/2017 12:00:00 AM 1234062 4578
10 |506014-01402 002483 ProWeh Account 118484-1615444032 4/4/2018 12:00-00 AM OTHER OPERATING SUPPLIES |0 9/13/2017 12:00:00 AM 1233180 1815
11 |508002-02106 002473 Peer Business 10246316294 6/7/2018 12:00:00 AM FURNITURE & FIXTURES 0 10/10/2017 12:00:00 AM 1233470 2245.24
12 |505101-03201 035468 Hydro Business 8142026 8/16/2017 12:00:00 AM ELECTRICAL SERVICES ] 7/24/2017 12:00:00 AM 1232788 100.68
12 |505101-03201 35468 null | 8142026 8/16/2017 12:00:00 AM ELECTRICAL SERVICES ] 7/24/2017 12:00:00 AM 1232788 -100.68
14 |505101-03201 035468 Hydro Business 814201710 8/16,/2017 12:00:00 AM ELECTRICAL SERVICES 0 7/24/2017 12:00:00 AM 1232788 100.68
15 |505201-02201 002469 Geek Business 201006 9/8/2017 12:00:00 AM POSTAGE 0 9/13/2017 12:00:00 AM 1233167 150

Query Settings

4 PROPERTIES
Name

endorList

All Properties

4 APPLIED STEPS

Source

Changed Type
Removed Top Rows
Promoted Headers

Changed Typel

Renamed Columns
Replaced Value
Filtered Rows.

Removed Top Rows1

< Split Column by Delimiter

% % %
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There can be several steps set up add zeros at the front, but the easiest & best option is to use M-Code.
M-Code is Power Query’s method to “filter, combine and mash-up data from one or more supported data
sources” (https://docs.Microsoft.com) While its not a click and selection, PQ does help you along with the Custom

Column box.

ﬁ Home

Transform !I Add Column I View

m %j [ﬁ [E] Conditional Column :A*ﬁ;: - Merge Columns T|'ig-:n-j'm1-et|3-' D .::L:\:.
< 1z Index Column = 173 Bxtract Rounding -
Column From Custom [nvoke Custom ) Format _ Statistics Standard Scientific - Date Time Duration
Examples v] Column Function [ Duplicate Column - B Parse = Information - -
P . General From Text Fram Mumber From Date & Time
Q in the Custom Column - <
bOX has: > j{x = Table.AddColumn{#"Filled Down", "VENDCOR #", each Text.PadStart(Text.From{[VENDOR.1]),6,"8"))
Ava | | a bI ec OI umns t o g - | AB- GLACCOUNTS - || A% VENDOR.1 - || A% VENDOR.2 - || A% INvOICE # - || A% 1NV DATE - || A% DESCRIPTION - || a8 po#
IS ] 1 |505101-04204 005453 Wildflower Account 607342 8/30/2017 12:00:00 AM ELECTRICAL SERVICES 4616
Se I ect fro m 2 |508007-03403 5453 -
3 |505101-04203 005453 63
@ Ident|f|es any Syntax 4 | 5DB007-03403 005453 Custorm Column
3 |305102:03302 005452 Add a column that is computed from the other celumns.,
errors. 6 |506014-01402 002483
7 |506014-01402 002483 Mew column name
Has link to view help 8 | sos016.01402 2483 VENDOR 2 @
9 |503500-01210 002483 Custom column formula (@ Available columns
on PQ fo rmu Ia S ( M - 10 | 506014-01402 002483 = Text.PadStart(Text.From([VENDOR.11),6,"8") GL ACCOUNTS ~
11 |508002-02106 002473 VENDOR.1
CO d e ) 12 | 505101-03201 035468 VENDOR.2
13 |505101-03201 35468 INVOICE #
14 |505101-03201 035468 INV DATE
15 505201-02201 002469 DESCRIPTION
l410 003552 @ PO# v a7
402 003552 R
Formula to Co py/PaSte: 410 003552 _ < et 37
- 410 3552 Learn about Power Query formulas a7
Text.PadStart(Text.From([VENDOR.1]),6,"0") | - -
1410 003552 +/ Mo syntax errors have been detected. Cance 37
77 (60330161410 003552 37
23 |603301-61410 003552 FATEUTE ACITE BSTI0 STISTIUTE TZ00 37
24 |603301-61410 003552 Patagonia Acme 91658 6/16/2018 12:00:00 AM REPAIRS & MAINTENANCE 4437
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Formula to Copy/Paste: AKSESHEN ..

Text.PadStart(Text.From([VENDOR.1]),6,"0")

Text.PadStart(text as nullable text, count as number, optional character as nullable text) as nullable text

Reading this left to right, adding zeros or padding means the variable must be in a TEXT format.

» For the Vendor # we want the zeros in the front, the Custom Column gives you the = equal sign to start the
formula. We type in Text.PadStart (the formatting is specific, so case is important)

» Like any Excel formula there is a “(“ to start capturing the data. Type in “Text.From” and then select the variable
from the Available column in the Custom Column box. This says we want to take the text from VENDOR.1

» The 6 is the number of characters needed for the text or in this case VENDOR #, we want a 6 character number
» Using the quotation marks on “0” shows that this is a text. Whenever using text in a formula, it needs to be in

quotes. This “0” is the character to use to make up any differences in characters needed to make a 6 character
Vendor #.
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A\
<
Vi

X
Custom Column Once the Custom Column is created, the AKSESHEN .c
Add a column that is computed from the other columns. Vendor # shows up as 6 characters. The format
New column name is not set, so will need to be changed to Text. If
VENDOR #
_ | you change the format to a number, the zeros
Custom column formula (i) Available columns
= Text.PadStart(Text.From([VENDOR.1]),6,"") GL ACCOUNTS n will disappea r.
VENDOR.1
B ABC B B
VENDOR.2 [T |aB. GLACCOUNTS ~ 1155 VENDOR # - | 2B VENDOR.1 ~ | AB- VENDOR.2 -]
INVOIcE= 1 |505101-04204 005453 005453 Wildflower Account
INV DATE
DESCRIPTION 2 | 508007-03403 005453 5453 Wildflower Account
pO# 3 |505101-04203 005453 005453 Wildflower Account
Stise £z 4 | 508007-D3403 005453 005453 Wildflower Account
<<lnsert || 5 |505102-03302 005453 005453 Wildflower Account
Learn about Power Query formulas § | 506014-01402 002483 002483 ProWeb Account
7 | 506014-01402 002483 002483 ProWeb Account
+' No syntax errors have been detected. & |506014-01402 002483 2483 ProWeb Account
9 | 503500-01210 002483 002483 ProWeb Account
10 |506014-01402 002483 002483 ProWeb Account
11 |508002-02106 002473 002473 Peer Business
12 |505101-03201 035468 035468 Hydro Business
The PQ Custom Column creates a new 13 |505101-03201 035468 35468 Hydro Business
column that will show up to the far 14 | 50510103201 035468 035468 Hydro Business
; 505201-02201 002469 002469 Geek Business
right of the data. All columns can be 15 eek Business
d di 16 |603301-61410 003552 003552 Patagonia Acme
reordered In a step 17 |503100-01402 003552 003552 Patagonia Acme
18 | 603301-61410 003552 003552 Patagonia Acme
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Adding a couple more transformation steps and we have the column in the location and the format
we want. By using the PQ M-Code, we can easily set up any length variable.

Hame
= B

Group Use First Row

Transfarm Add Column Miew

éE Transpose Data Type: Text =

(}E Reverse Rows

3 Move -

%, Replace Values ~ 54 Unpivot Columns =

[7 Detect Data Type [¥] Fill

rh &

A

55 Extract +
Format

Merge Calumns Xa

Trigonometry

% Rounding

Statistics Standard Scientific

E (L) Expand
g = Aggregate

Date  Time Duration

€

e

a Creat
By | asHeaders~ JCountRows =] Rename 5L Pivot Calumn [ convert to List ~ 3% Parse - > El5] Information > > Extract Values Data Type
Table Any Column Text Calumn Number Column Date & Time Column Structured Column
> fr = Table.TransformColumnTypes(#"Removed Columns”,{{"VEMDOR #", type text}}) W Que'y Sett'\r‘gs
L || E3- 6L ACCOUNTS - || A% VENDOR # [~ ||lB- vENDOR NAME ~ || 8% INvOICE # ~ || a8 v DATE ~ | A% DESCRIPTION ~ || a8 Po# ~ | a® CHK DATE - |[aB cHk# ~ | aB. cHK AMT -
é 1 lo1-04204 005453 Wiildflower Account 607342 8/30/2017 12:00:00 AM ELECTRICAL SERVICES 4616 3/6/2018 12:00:00 AM 1234658 28876 + PROPERTIES
2 DO7-03403 005453 Wildflower Account 608004 8/30/2017 12:00:00 AM COMPUTER EQUIPMENT ] 8/15/2017 12:00:00 AM 12312357 1717 ~ Na:’:;rl_ "
3 L01-04203 005453 Wildflower Account 605836 8/4/2017 12:00:00 AM ELECTRICAL SERVICES 4463 6/5/2018 12:00:00 AM 1235357 1090
4 DO7-03403 005453 Wildflower Account 614229 11/11/2017 12:00:00 AM COMPUTER EQUIPMENT ] 8/15/2017 12:00:00 AM 17312357 230.84 sl i
5 L02-03302 005453 Wildflower Account 626733 4/18/2018 12:00:00 AM HEATING SERVICES ] 4/4/2018 12:00:00 AM 1234884 43.14 4 APPLIED STEPS
6 p14-01402 002483 Proweb Account 118484-163263032 7/15/2017 12:00:00 AM OTHER OPERATING SUPPLIES | © 9/13/2017 12:00:00 AM 1233180 199.02
7 p14-01402 002483 Proweb Account 118484-11114888-011 7/26/2017 12:00:00 AM OTHER OPERATING SUPPLIES |0 9/13/2017 12:00:00 AM 1233180 1498 z:::;d Type
8 p14-01402 002483 Proweb Account 118484-1632141644 7/26/2017 12:00:00 AM OTHER OPERATING SUPPLIES | © 9/13/2017 12:00:00 AM 1233180 531 Remaved Top Rows
9 p00-01210 002483 Proweb Account 118484-11111601632-011 8/23/2017 12:00:00 AM PRINTING & BINDING ] 12/19/2017 12:00:00 AM 1234062 4578 Promoted Headers
10 p14-01402 002483 Proweb Account 118484-1616444032 4/4/2018 12:00:00 AM OTHER DPERATING SUPPLIES | D 9/13/2017 12:00:00 AM 1233180 1815 Changed Typel
11 D02-02106 002473 Peer Business 10246316294 £/7/2018 12:00:00 AM FURNITURE & FIXTURES o 10/10/2017 12:00:00 AM 1233470 2245.24 Remaved Top Rows
12 01-03201 035458 Hydro Business 8142025 8/16/2017 12:00:00 AM ELECTRICAL SERVICES ] 7/24/2017 12:00:00 AM 1232788 100.58 Renamed Columns
13 101-03201 035468 Hydro Business 8142026 8/16/2017 12:00:00 AM ELECTRICAL SERVICES 0 7/24/2017 12:00:00 AM 1232788 -100.68 Replaced Value
14 101-03201 035468 bydro Business 814201710 8/16/2017 12:00:00 AM ELECTRICAL SERVICES ] 7/24/2017 12:00:00 AM 1232788 100.68 Filtered Rows
15 P01-02201 002463 Geek Business 201006 9/8/2017 12:00:00 AM POSTAGE ] 9/13/2017 12:00:00 AM 1233167 150 Split Column by Delimiter
16 301-61410 003552 Patagonia Acme 85548 7/7/2017 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233815 16 Filled Down
17 L00-01402 003552 Faragonia Acme 100005527 8/10/2017 12:00:00 AM PROFESSIONAL SERVICES ] 7/3/2018 12:00:00 AM 1235585 400 Added Custom
18 301-61410 003552 Patagonia Acme 8092028 8/11/2017 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 400 Reardered Columns
19 B01-61410 003552 paragonia Acme 8052023 8/11/2017 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 -400 Renamed Columns1
20 B01-61410 003552 Patazonia Acme 87268 11/9/2017 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 40 Remaved Columns
21 B01-51410 003552 Patagonia Acme 100006851 12/15/2017 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 425
22 301-61410 003552 Patagonia Acme 88274 1/17/2018 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 28
23 301-51410 003552 Patagonia Acme 89320 3/25/2018 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 12
24 301-61410 003552 paragonia Acme 91658 6/16/2018 12:00:00 AM REPAIRS & MAINTENANCE 4437 11/14/2017 12:00:00 AM 1233816 20
25 p01-01211 005459 obile Quality 1987 §/7/2017 12:00:00 AM OFFICE SUPPLIES 4553 3/20/2018 12:00:00 AM 1234757 24780
26 DO7-03401 035498 Robot Quality 4132 1/24/2018 12:00:00 AM COMPUTER EQUIPMENT ] 2/15/2018 12:00:00 AM 1234524 35245
27 511-08101 035474 Connected Business 1417 11/7/2017 12:00:00 AM BOARD & COMMISSION ME. |0 4/10/2018 12:00:00 AM 1234956 2000
28 311-08101 035474 Connected Business 1707 1/26/2018 12:00:00 AM BOARD & COMMISSION ME_ |0 4/10/2018 12:00:00 AM 1734956 337
20 301-01220 002451 Pegasus Quality 6052025 6/7/2018 12:00:00 AM REPAIRS & MAINTENANCE ] 7/18/2017 12:00:00 AM 1232736 500
30 20102201 002479 Clear Account 20150118 11/27/2017 12:00:00 AM POSTAGE ] 9/13/2017 12:00:00 AM 1233167 1440
31 0102201 002479 Clear Account 20150047 1/26/2018 12:00:00 AM POSTAGE ] 9/13/2017 12:00:00 AM 1233167 1250
32 D02-02106 002479 Clear Account 20150071 3/29/2018 12:00:00 AM FURNITURE & FIXTURES 0 10/10/2017 12:00:00 AM 1233470 3330
33 L00-01301 002485 Ihccount Earth 61969 6/21/2017 12:00:00 AM PROFESSIONAL SERVICES ] 7/15/2017 12:00:00 AM 1232737 1348
34 100-01301 002485 iccount Earth 9162021 9/18/2017 12:00:00 AM PROFESSIONAL SERVICES ] 7/19/2017 12:00:00 AM 1232737 95.62
35 L00-01301 002485 \ccount Earth 11202018 11/22/2017 12:00:00 AM PROFESSIONAL SERVICES o 7/19/2017 12:00:00 AM 1232737 13.66
36 L00-01301 002485 ccount Earth 12162019 12/18,/2017 12:00:00 AM PROFESSIONAL SERVICES ] 7/19/2017 12:00:00 AM 1232737 68.3 V]
37 mn-zmm NN24RS forrount Farth 112020 1/1R/201R 12-00°00 AM PROFFSSIOINAI SFRVICFS n 7M19/2017 12-00-00 AM 12372737 13 AR )
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Questions?

Comments?

Akseshen, LLC © Express permission required for distribution



