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INTRODUCTION

1.1 Objective

The purpose of this document is to provide users guidance in using the National
Library Board — Deposit Portal. Deposit Portal is an one-stop portal for publishers
to submit Singapore publications for Legal Deposit. It also provides publishing
services such as issuance of International Standard Numbers (ISN) and Cataloguing
in Publication (CIP).

1.2 Overview of Deposit Portal

A glossary of the terms used in the specifications for Deposit Portal is provided below:

S/No | Term Meaning

1 Publisher Public user of the Deposit Portal

2 ISN International Standard Number, where ISN could refer
to ISBN, ISSN or ISMN.

3 ISBN International Standard Book Number
4 ISSN International Standard Serial Number
5 ISMN International Standard Music Number
6 CIP Cataloguing-in-Publication

1.3 Navigating Deposit Portal

* Back to Previous Page
Please note that clicking Back in your browser does not bring you to the previous
page. Instead, an error message may appear. This is to prevent double

submission of forms.

To navigate away from a page, click on the designated ‘Back’ buttons if available,
or you can click on any of the links in the page.

» Navigating the different modules in Deposit Portal

Click on the Menu button = on the top-left corner of your screen to select the
selected module in Deposit Portal.
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2 REGISTRATION AND LOGIN

The Deposit Portal is accessible at https://www.nlb.gov.sg/depositapp/ .

Login to Deposit Portal

2.1 Register for a New Account in Deposit Portal

Step 1: Step 2: Step 3:

Login using Fill up and Receive an
Singpass submit the email notification

Registration of approval from
Form NLB to login

2.2 Registration using Singpass

The Deposit Portal allows registration of new publisher account using
Singpass

* Login either with your Singpass App or using Password Login
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Singpass app

Scan with Singpass app
tologin

2 Login with Singpass

| | Your trusted digital identity

Don't have Singpass app? Download now

Contact  Singpass Helpdesk at +65 6643 0555 or email
support(@singpass.gov.sg

* At the prompt, enter the 6-digit One-time Password (OTP) sent to your
mobile number and click ‘Submit’

singpass FIT|ET @ @ m

SMS OTP

Enter the 6-digit One-time Password (OTP) sent to your mobile number ****1440. Not your mobile number?

One-time Password:

If you do not receive the SMS OTP in 30 seconds, click resend SMS OTP.

* Click on ‘Continue’ to login to Deposit Portal
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@ You have logged in successfully.

Use Singpass app to log in next time, it's easy!

@ Just scan © and verify

(@\

Welcome to Deposit Portal

International Standard Cataloguing in Legal
Number (ISN) Publication (CIP) Deposit

2.3 Registration for new publisher account

* To register for a new account, click on “Register New Publisher
Account” and fill up the necessary information before submitting.

*  The registration will be processed within 3 working days, and you will
will be notified via email when the application is approved.

*  Once your application is approved, login with the registered Singpass
or, and you will be directed to the main page of the Deposit Portal.
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Deposit Portal  fa
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Main Publisher Registration

CameanyPubisher doma*

Carmpany Namis

Contact Feran®
Contoct Nome

Contact o®
Contnet No

Tmat®

2.4 One-time link up with existing publisher account

« This is only applicable for users with an existing publisher account with
NLB (i.e. Deposit Web).

* After logging in using your Singpass, click on ‘Login with Registered

Account’. Fill up the form with your User ID and Password from
Deposit Web.

*  Your existing account will be linked up with your Singpass login.

+ If you have forgotten your User ID and Password, please contact us at
enquiry(@nlb.gov.sg.
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Deposit Portal  #a

Welcome to Legal Deposit Portal

Register New Publisher Account

Login with registered account

Logout

2.5 Registration for publisher sub-user account

+ To create sub-user accounts: if you have more than one user accessing
the Deposit Portal, login to the system using Singpass login.

* Click ‘Register New Publisher Account’. Locate and click on the link
‘Register as Publisher sub-user’ at the bottom of the form. Fill in the
necessary information and click ‘Confirm’ to proceed.
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Welcome to Legal Deposit Portal

Register New Publisher Account

Login with registered account

@ Back
Main Publisher Registration
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Contact Person®
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ContactNo*

Contact No

Email*

Email

Logout
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Publisher Sub-User Registration
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Select a Department
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Contact No
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Designation
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Email

~Register as Moin Publisher
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3 MANAGE YOUR PUBLISHER ACCOUNT

3.1 Updating information of your publisher account

To manage and update/edit the information of your publisher account:
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+  Click on the Menu button ' = on the top-left corner of your screen.
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= Wekomenut

Publisher Information

Moin Pubisher Account

Oetoms Update Informatior

N 2

Publsrer Name vz

Deportment wodw0

Adaress 25 Koong Avet23

Cotegery St Publster

Eatimated Publsting Ouput Per P

Yoor

Approved Block Sze Segie

Crected Date 2020-07-28
Primary User

Contoct Person oz

Contoes b usase

» Update the information in the pop-up screen and click on ‘Confirm’ to
proceed.

Update Information

Cantnct Pernon

Bar Lew

epoiPULIERaTast NG com

asuas

25 Kallang Avel3

Canlirr
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3.2 Manage sub-user accounts
To manage and update/edit the information of your publisher account:
« Click on the Menu button ' = on the top-left corner of your screen.

» Select ‘Publisher Account Information’.

Publisher Details Management

°
* Click ‘User Account Management’.
Publisher Details Monagement
G
S - A
e YT - B L LT S, aE— Qe - L - ﬂ
|
. - « o]

* Primary user of the publisher account can manage the sub-user accounts
by activating or deactiving the sub-user accounts.

* Primary user of the publisher account and the sub-user account user can
edit the information of the approved sub-user account.

12
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* Click ‘Edit’ to update/edit the information of the sub-user accounts.

Publisher Details Management
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» Update the information in the pop-up screen and click on ‘Confirm’ to
proceed.

13
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4 APPLICATION OF INTERNATIONAL STANDARD NUMBER (ISN)

4.1 Application of International Standard Number (ISBN/ISSN/ISMN)

There are three (3) types of ISN namely: ISBN, ISSN, ISMN. The information
required is unique to its’ respective type of ISN.

Step 1: Step, 2: Step 3.

Submit reauest Fill in the Receive Email
for ISBN. ISSN, necessarv notification unon
or ISMN. information approval.
pertaining to
your request.

4.2 Statuses used for application of International Standard Number

. Draft
Application form is saved as a draft. Publishers can edit the information in the
application form.

. Pending Verification
Application form is submitted and is pending verification. Publishers can edit the
information or cancel the application.

. Verifying Request
Application is currently being reviewed. Publishers are not allowed to edit the
information or cancel the application.

. Approved
Application has been approved. Publishers can edit the submitted information, but
the application cannot be cancelled.

. Rejected

Application has been rejected. The reason for rejection is indicated in the email
sent to the registered email address.

14
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. Cancelled

Application has been cancelled by publisher.

4.3 Create an application for International Standard Number

To apply for an International Standard Number (ISBN/ISSN/ISMN):

Click on the Menu button ' = on the top-left corner of your screen.

Select ‘International Standard Number’.
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* Select your choice of ISN (i.e. ISBN, ISSN or ISMN)).

* For ISBN, select your choice of single/block ISBN

State your preference

1. Select an application:

@iseN OissN O ISMN

2. select single/Block:
@ single O Block

* For block ISBN application, please refer to the batch upload instructions guide

State your preference

1. Select an application:
@iseN O1ssN O ISMN

2. Select Single/Block:
(O single @ Block

3. Select block number:

@10 Qo Q1w O 10000

* Fill in the necessary information in the application form. All mandatory fields
(marked with an * asterisk) must be filled before the form can be submitted.

16
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* Review the information in the application form after clicking ‘Proceed’. Click
‘Submit’ to complete the application. To save your application as a draft, click
‘Save as draft’. To go back to the previous page, click ‘Back’ on the top-right hand
corner of the screen.

= wokome nut

Review and Submit
° Bock

o 2] 3]

Fill Form Review

e e titke of the book

Musnon/ictors Nome Perer Chorg
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success

Dl T o Bt (e T
Apyicoron Ho SANAFTIIIN

4.4 View International Standard Number applications

All International Standard Number applications can be searched and viewed in the
International Standard Number’ module.

* Click on the grey search bar to launch the search menu. You can input either the
‘Application No.”, ‘ISN No.” or any other relevant search parameter from the
search menu. Click ‘Search’ to perform the search. Your search results will be
populated beneath the search menu.
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* Click “View’ to view the application details.
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* The application can be edited based on the status of the application (see
4.2). Click on ‘Edit’ and update the information in the pop-up box.
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° Request | Detoss Ust
Agpication No  BENAIY 0228

Subemitted Octe | 2021-02-28
Modified Dote - 2021-02-28

smana: penang vertyes )
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e the e of the book
Aushors/iditors Name: Peter Chiong
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Format Type Paperbock
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Update Application

ha Eitle of the book
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Ftirate hurmbe OF Poges (4 oppscoti)

* The application can be cancelled based on the status of the application (see 4.2).
Click ‘Cancel Application’ to cancel your ISN application.

* Click ‘Duplicate’ to reuse the information in the current application in a new
application.
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5 SUBMISSION OF MATERIALS FOR LEGAL DEPOSIT

5.1 Submission of materials for Legal Deposit

Step 1: Step 2: Step 3:

Select Fill in the Receive email
submission of necessary notification upon
Monograph information in review and
(ISBN), Serials the form receipt of items
(ISSN) or
Notated Music
(ISMN)

5.2 Statuses used for submission of Legal Deposit materials

. Draft
Submission form is saved as a draft. Publishers can edit the information in the
submission form.

. Pending Review
Submission form is submitted and is pending review. Publishers can edit the
information or cancel the submission.

. Verifying Request
Submission is currently being reviewed. Publishers are not allowed to edit the
information or cancel the application.

. Partial Receipt (for Physical LD)
Only one out of the two mandatory copies for Legal Deposit were received.

. Receipt in Full
All copies required are received. (i.e. 2 copies for physical material, 1 copy for
digital material)

. Rejected

Submission has been rejected. The reason for rejection is indicated in the email
sent to the registered email address.

21
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. Cancelled
Application has been cancelled by publisher.

5.3 Create a deposit form for submission for Legal Deposit
To create a deposit form for submission of materials for Legal Deposit:
+  Click on the Menu button = = on the top-left corner of your screen.

* Select ‘Deposit’.
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* Click on ‘+ Deposit application’.
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* Select your choice of ISN (i.e. ISBN for Monograph, ISSN for Serials or ISMN for
Notated Music publications).

State your preference

1 Sukgect un npspiccan

-.l.=itf-“ | s )

¢ To submit material with a registered International Standard Number: Select the ISN
that you wish to deposit. Fill in the rest of the necessary information in the
submission form.

¢ To submit material without a registered International Standard Number: Click on
‘Deposit without International Standard Number. Fill in the rest of the necessary
information in the submission form.
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* All mandatory fields (marked with an * asterisk) must be filled before the form can
be submitted.

* Please attached your content file in the form if you are submitting a digital material
for Legal Deposit.

= wocomama

Deposit (ISBN/Monograph)

Q) "o Povant kpsacoes
D 12 3
Fill Form
o

w
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= wekomsnul

Deposit (ISBN/Monograph)

° Wagpuet [ Degout Apphoomon
° ® ©
Fill Form
- oo winou riamanra sonsora Huroer]

* Review the information in the application form after clicking ‘Proceed’. Click
‘Submit’ to complete the application. To save your application as a draft, click

‘Save as draft’. To go back to the previous page, click ‘Back’ on the top-right hand
corner of the screen.
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» To deposit subsequent issues for serial publications (materials with ISSN), click ‘+
Serial No’.
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* Fill in the necessary information in the form.
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* The application can be edited based on the status of the submission (see
5.2). Click on ‘Edit’ and update the information in the pop-up box.

*  Click ‘Confirm’ to proceed with the edited information.
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5.4 View submissions for Legal Deposit

All created deposit forms can be searched and viewed in the ‘Legal Deposit’
module.

* Click on the grey search bar to launch the search menu. You can input either the
‘Application No.’, ‘ISN No.’ or any other relevant search parameter from the
search menu. Click ‘Search’ to perform the search. Your search results will be
populated beneath the search menu.
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Click ‘View’ to view the details of the selected deposit form.
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* The application can be edited based on the status of the submission (see
5.2). Click on ‘Edit’ and update the information in the pop-up box.

= Welcome

Details List

°w«lo¢¢-u

App Peterance | O~ 70304001
Submitted Dote : 202+-03-01
Modified Date - 202-00-01
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* The application can be cancelled based on the status of the submission (see 5.2).
Click ‘Cancel Application’ to cancel your deposit form.

*  Click ‘Duplicate’ to reuse the information in the submission in a new deposit form.
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6 APPLICATION OF CATALOGUING-IN-PUBLICATION

6.1 Application of Cataloguing-in-Publication

Step 1: Step 2: Step 3:

Submit Fill in the Receive email
application for necessary notification upon
Cataloguing-in- information in approval of

Publication. the application application
form.
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6.2 Statuses used for application of Cataloguing-in-Publication

Draft
Application form is saved as a draft. Publishers can edit the information in
the application form.

Pending Review
Application form is submitted and is pending verification. Publishers can
edit the information or cancel the application.

Verifying Request
Application is currently being reviewed. Publishers are not allowed to edit
the information or cancel the application.

Approved
Application has been approved. Publishers can edit the submitted
information, but the application cannot be cancelled.

Rejected
Application has been rejected. The reason for rejection is indicated in the
email sent to the registered email address.

Cancelled
Application has been cancelled by publisher.

6.3 Create an application for Cataloguing-in-Publication

To apply for Cataloguing-in-Publication

Click on the Menu button ' = on the top-left corner of your screen.

Select ‘Cataloguing-in-Publication’.
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* Click “+ CIP Application’.

= wekome nut

Cataloguing in Publication (CIP) +co Appicats, B
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* Select the option that applies to your publication. Click Proceed to continue with
the application.
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Select the ISN that you wish to apply for Cataloguing-in-Publication. Fill in the
rest of the necessary information in the submission form.

All mandatory fields (marked with an * asterisk) must be filled before the form can
be submitted.
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Review the information in the application form after clicking ‘Proceed’. Click
‘Submit’ to complete the application. To save your application as a draft, click

‘Save as draft’. To go back to the previous page, click ‘Back’ on the top-right hand
corner of the screen.
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Success

Your application has been subitted.
‘Appiication Reference No: C-210301-001

View Details

6.4 View Cataloguing-in-Publication applications

All Cataloguing-in-Publication applications can be searched and viewed in the
‘Cataloguing-in-Publication’ module.
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* Click on the grey search bar to launch the search menu. You can input ‘ISN No.

9

or any other relavent search parameter from the search menu. Click ‘Search’ to
perform the search. Your search results will be populated beneath the search menu.
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* Click “View’ to view the application details.
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6.2). Click on ‘Edit’ and update the information in the pop-up box.
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update Application

» The application can be cancelled based on the status of the application (see 6.2).
Click ‘Cancel Application’ to cancel your ISN application.

* Click ‘Duplicate application’ to reuse the information from the existing application
in a new application.
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*  Once your application is approved, an email will be sent to your registered email
account. You can click on View CIP Block to download the CIP Data Block as a
‘docx’ file.
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7 REPORTS

To View the reports

«  Click on the Menu button ' = on the top-left corner of your screen.

» Select ‘Reports’.

Dashboard

Report

International Standard ==
==+ SEARCH
Number e

Deposit

Cataloguing in Publication S8

m

Publisher Account Request Type T Assigned Date T, Title ), Author(s) status T Publication Date?],  Language?}, Format™),

information

ra single 08/12/2022 Test ISN Test Approved 09/12/2022 English Digital
ra single 30/n/2022 Test ISBN testauthor Approved 01/12/2022 English Physical
"y ra single 17/1/2022 Test CIP Disclaimer subathiradevi Approved 18/1/2022 english Digital
% ra single 17/n/2022 Test CIP Disclaimer Subathiradevi Approved 18/n/2022 English Digital
Ira single /2022 Test CIP Desclimer Test Approved n/n/2022 English Digital
ira single 01/n/2022 ;::;;;2’“5' SN Subathiradevi Approved 02/1/2022 English Digital

7.1 ISN with Title Report

All created ISN can be searched and viewed in the ‘ISN with Title Report’
report module.

* Click on the grey search bar to launch the search menu. You can input
either the ‘ISN Assigned no.’, ‘Status’ or any other relevant search
parameter from the search menu. Click ‘Search’ to perform the search.
Your search results will be populated beneath the search menu.
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= Welcome Subothirc

Report

SNWihTite Fepoit | CepositReport

1SN Assigned no status

Stert dets (Applicatcn crected dotel £nd ot (Applcaton created cote)

ddjmmfyyyy o ddlwmlyy 3

|

(o] [on]
——— I :

isn Assigned?, pubishert] RoquestTypet, et Husherls) stotust,, publicatonbota®]  Language’] Fomatt),
S7TB9EIIB0E605 Test_Subathira single TestisN Test Apfroved 9fizf20zz English cigital
S7B9EIIB08599 Test_Subathira single s0/n2022 Test I58H tastauthor Apgroved olflzon English Pysical
SrasaIIa08s4 Test_subathia single w202 Test P Disccimer Subathiradeu Approved elnfozz engish cighl
saB0es08 Test_subathia sngle w2z Test P Disccirer Substhiradeu Approved ainjoz englsh cighal
978911806430 Test_Subathira single nnfzoez Test CP Desclimer Tast Aproved 1202 English Cigital

* Click on ‘Download as CSV’ to download the report in CSV format.

= Welcome Subathira

Report

ISNWith TilleRepart  Deposit Report

o (D ) ) )
‘,

s A0 publisher?, RecuestType? sssgnedpate?], el Author(s) status?] Publicaton Date®,  Languoge,
s7asBlsuads Test_subathica single oa2j202z Testisn Test Agprovad cafojzcaz ergish
9789811305599 Test_subathia single 0fnf2022 Testisan testauthor Approved fef002 Erglish
o7B0BNE05544 _subatia single winjz0z2 TestCP Dissaimer Subathiradsy Approved 1 Ergish
9759611305506 _subathi-a single 1/njz0z2 Test CP Disslaimer Subathiradsy approvad la/n) 2052 Erglsh
apaeBiiDBa0 _subahia single W/ij20z2 TestCP Descirmor Test approvsd 2022 ergish
eraeBs05A07 Test_subarhia single affzoz TestPublser S Fegori0 Subathiradsy agproved cafifzor2 ergish
Test_subarhia single a0z TestPublster SN Feports Subatiradev Rejectedt c2/if2022 Ergish
Tesl_Subarhia single alifa0z2 TestPublster S Fegorts Subathiradv coneslec cainfzon) Engish
araoBa05A Test_Suberhica single TestPublster SN Fegort? Substhirad tgproved cainfon Ergiish
578981303421 Tast_subarhica single alfiif202 Test Publster SN Reports. Subathiradsy Approved c2fiifz022 Erglish

7.2 Deposit Report

All created Deposits can be searched and viewed in the ‘Deposit Report’ report
module.

* Click on the grey search bar to launch the search menu. You can input
either the ‘ISBN NO.’, ‘Status’ or any other relevant search parameter
from the search menu. Click ‘Search’ to perform the search. Your
search results will be populated beneath the search menu.
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153 Assigred T, PublherT;, Author Nome Ausigned betsT}, statusty,
or63811808598 Test_subaifita testautror w2022 PandingReviaw
STB31B0BAS0 Test_subothira Yes Enterprse Sirgapcre W02 Receip: Ul
GTBIB1IBEAE2 Test_Subathra VES ‘Subochradevi anj2022 Partial Recaipt
rmssiBoss Tost_Subathra subathiodsi afifaon Rocalptia
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Clear
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