SBHHHPS Lesson 3. Manager Self Service

Course Overview

In the second lesson, you learned how to
‘ enter reported time using Employee Self

) Service. You should now have an
understanding of how to enter exceptions
to your default schedule.

This final lesson is for employees who are also managers
and/or supervisors. Not only do managers enter their own
time using Employee Self Service, but they must also review
and approve their employees’ time. James will show you
how to do this on the following screens.
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Lesson Objectives

After completing this lesson, you will be able to:

Approve Reported Time (Timesheets) for employees who report directly to
you

Approve Reported Time (Timesheets) for supervisors in your chain of
command who are unavailable to approve their own employees’ time
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Lesson Topics

In this lesson you will learn about the following topic.

Topicl:
Approving
Time

—
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Whose Time Will | Approve?

There are two groups of employee whose
time you have the ability to approve:

® Employees who report directly to you
(“direct reports”). This is based on the
SHARRP position data field, “Reports To”

® Employees who report to the
supervisors who report to you (“indirect
reports”)

TIP: The next few
pages outline the
approval process.
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How Do | Approve Reported Time? o
Step 1: Sign into
Employee Self
Service using the
I : . information
agency
State of Kansas Employee Self-Service Center FAQ Browser Compatibility Document person nel Offlce
during New
p § Employee
Slgn In After signing in you can: Or|entat|on
View Update/Request
+ Personal Data + General Profile
+ Training Summary Information
+ Leave Balances + W4 Fed Tax Information
+ Paycheck Information + Time Sheet
+ Total Compensation + W-2 Reissue
+ W-2/W-2c Forms
h. vy
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Greune Humen Resaace o Prvnat Siem

Access the Approve Reported Time -
Timesheet Summary

Step 2: Choose
the Team Time

¥ Employee Self Service tl Ie .

Messages « B My System Profile
Welcome to Employee Self Service "

MAINTAIN EMALL, P4 3 SHCRDAND S2CRET QUESTION & ANSWER

de

We hope you enjoy the new Fluid look and feel ’

Primary Email: thi@ks.gov

Team Time View Paycheck View Leave Balances

W-2: Consent, Reissue, Forms
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Maximize/Minimize Navigation Collections

To minimize ffo [eft side

Navigation Collection,
Click on the blue and i Approve Employee Time Approve Reported Time
White icon that Separates 7 View Employee Timesheets Timesheet Summaw
the left and the right side

of the page. To Restore

the left side Navigation

Collection, Click the icon

again.

¥ Emplgyee Selection

ee Selection Criteria

ion Criterion

ime Reporter Group
Employee ID
Empl Record
m Last Mame
First Name

Business Unit
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Lesson 3. Manager Self Service

Approve Reported Time - Timesheet Summary

Ensure the Date falls within the range of the pay period and click “Get
Employees” to see a list of employees who have submitted timesheets awaiting
your review and approval. NOTE: Ensure your Time Reporter Group displays.
See pages later in this section if you need to look up your Time Reporter Group

ID. Approve Reported Time
Timesheet Summary

* Employee Selection

Employee Selection Criteria

Selection Criterion
Time Reporter Group

Frnnlauaa 1T

Change View

*Wiew By | Week

\ Got Employses

Clear Criteria

Selection Criterion Value

Date |01f31/2019

ezl

A3390 QU | | e
................. Save Lriteria
(n]
ﬂ Show Schedule Information
Previous Week Next Week
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Timesheet Summary

When you click “Get Employees,” only your direct reports will display.
The list includes employees who have submitted their timesheet and were
active as of the date listed in the Date field.

Time Summary Demographics 1]
- Empl . Hours to be
Select Last Name First Name Employee ID ] Job Title Approved
) Human Resource

Purmmy Poppy KO00017 0 Professional 40.0000
- K000013 o] AT RS 40.0000

Bridges Crystal Professional '
Sagett is K000003 o Human Resource 40.0000

Professional
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Saving your Criteria

If you want to display only those employees who directly report to you the
next time you visit this page, click “Save Criteria.”

Approve Reported Time
Timesheet Summary

* Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value -
Clear Criteria
Time Reporter Group A338T Q
Save Criteria
Employee ID Q

10

\ ... CGetEmployees
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Clearing your Criteria

If you want to remove your Time Reporter Group, click “Clear Criteria.” (Not
recommended)

Approve Reported Time
Timesheet Summary

* Employee Selection

Employee Selection Criteria _Get Employees

Selection Criterion Selection Criterion Value .
ear Criteria
Time Reporter Group A3387 Q
Save Criteria
Employee ID Q

11



£HHHPS Lesson 3. Manager Self Service

Demographics / Expand Icon (Optional)

Click on the “Demographics” folder tab to display more information that
pertains to your employees.

Time Summary Demographics || ([

Empl

REET Job Title

Select Last Name First Name Employee ID

Click on the “Expand icon” n» to display all columns of information that pertain
to your employees.

Time Summary Demographics 13

Empl

HEe Job Title

Select Last Name First Name Employee ID

12
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Narrowing the List (Optional)

If you approve time for
more than one
department, remove
your “Group ID,” enter
a value in the
Department field, and
click on the Get
Employees button.
Only those employees
in the department
entered will display.

Lesson 3. Manager Self Service

* Employee Selection

Employee Selection Criteria

Selection Criterion

Time Reporter Group
Employee ID

Empl Record

Last Name

First Name

Business Unit

Department

Reports To Position Number

Position Mumber

Selection Criterion Value

A33ET

2001516

13

P 1L L P

jo
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Look Up Your Time Reporter Group ID (Optional)

If your Time Reporter Group ID no longer displays, follow the following steps to
look up your Position Number so you can find you Time Reporter Group ID.

Step 1: Click “Employee Self Service” to return to the Home page.

Team Time

< Employee 5elf Service

L L Approve Reported Time Missing Time
Timesheet Summary Reporter Group 1D

= View Employee Timesheets

+ Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion
Time Reporter Grpop & ——
i Save Criteria |

Employee ID

14
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"N My System Profile

Meszages

LOOk Up YOUf Tlme Welcome to Employee Self J&rvi
Reporter Group ID
(Optional)

Step 2: Click the My Time tile. E— View Paycheck

MAINTAN

We hope you enjoy the new Flujgloo

N

W-2: Consent, Reis

W-HH4

15
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Look Up Your Time Reporter Group ID (Optional)

Step 3: Click on your Title (In the example below, the Title is
“Chief Financial Officer.”)

£ Employee Self Service

Timesheet
-
Mickey Mouse ‘. -
Chief Financial Crficer
Actions = Time Source Schedule

Select Another Timesheet

*Date 02772019 ] ¥

16
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Look Up Your Time Reporter Group ID (Optional)

Step 4: Your Position number is listed on the page. Copy or write
down your Position Number.,

Timesheet
Mickey Mouse "’
C h| ef I'_ﬁ'ﬁ'é'ri':éi'é' . -:'.er' I
Job Information ¥ J
Department 1730701000 "
Location Code KTEOB Eisenhower State Office BEldg
Pay Group EX2 Exempl
Position KO0224630 Chief Financial Officer
HR Status Achive

17
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Look Up Your Time Reporter Group ID (Optional)

Step 5: Click on “Employee Self Service” to return to the Home

page.
Timesheet h'ﬁh
-~

Chisf Fimnancial Cfficer

Acfions - Time Source Schadule

Select Another Timesheet

*View By | Calendar Period Ed

F
*Date 012772019 %] ¥

Reported Hours  0.0000

18
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Look Up Your Time Reporter Group ID (Optional)

Step 6: Click on the Team Time tile. Then, continue with the
steps listed in the next section, “Manager Covering for a
Supervisor.”

My System Profile

Messages
Welcome to Employee Self Se

MAIKTI

We hope you enjoy the new Fluid look and(g

View Paycheck

G

My Time Team Time

19
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Manager Covering for a Supervisor
If you are a manager who needs to approve time for subordinate employees

during a Approve Reported Time
Supervisor’s Timesheet Summary
absence, you can
use the supervisor’s

* Employee Selection

L. Employee Selection Criteria Get Employees
pOSItlon number to Selection Criterion Selection Criterion Value o
locate employees Slear rere

. Time Reporter Group Q,
that report directly to Save Criteria
them. Follow the Freerse 4
steps in the next few  emsirecom Q
slides to locate a list  estname Q
of employeeswho | ... a
are not your direct = =
reports.

Department q,
Reports To Position Mumber Q,
Position Mumber Q,

20
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Manager Covering for a Supervisor (cont.)

Step 1: Click on the Time Reporter Group ID lookup button.

Approve Reported Time
Timesheet Summary

* Employee Selection

Employee Selection Criteria Get Employeas
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria

Employee ID Q

21
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Manager Covering for a Supervisor (cont.)

Step 2: Click on the Time Reporter Group ID for the supervisor for which you are
approving time and the search page will display again with this supervisor’s Time
Reporter Group ID. NOTE: the Position Numbers are located in the Description

column). If you are unsure of the supervisor’s position number, ask your Personnel
Office for help.

Look Up Time Reporter Group

Search by: | Time Reporter Group ﬂ begins with

Search | Cancel Advanced Lookup

Search Resulis

; 100 1-17 of 17|
Time Reporter p Group Type Indicatc-
A3110 Dynamic KO224252
A3176 Dynamic K0224335
A3180 Dynamic k0224384
A3181 Dynamic k0224385
AIITT Dynamic KO225445

22
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Manager Covering for a Supervisor (cont.)

Step 3: . Click “Get Employees” and the employees who report to that
particular position number will display if there is time to be approved.

{ Employee Self Service

Approve Reported Time
Timesheet Summary

* Employee Selection \

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group AITE = Q

Save Criteria

Employes 1D Q,
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Total Hours Summary

nEmponees For Poppy Flower, Time Needing Approval From 02/03/2019 - 02/09/2019

"5 Q
Time Summary Demographics | IIr
. Empl . Hours to be
Select Last Name First Mame Employee ID Record Job Title Approved
Mouse Minnie Kooo004 0 Public Service Exacutive 40,0000
Taggart Maria K0oooo7 0 Public Service Exacutive 40.0000
Wayne John J00012 0 Public Service Exacutive 40,0000

H Ers H Exceptio ﬁpspug:-le;:t:dr
40.0000 40.0000 0.0000
40.0000 40.0000 0.0000
40.0000 40.0000 0.0000

The list of employees shows a summary of Hours to be Approved, Reported
Hours, Scheduled Hours, and Approved/Submitted Hours. On the search
screen, only one week of hours displays. Once you access the employee’s
timesheet, you will be able to view the entire pay period.

24

enied Hours

0.0000

0.0000

0.0000
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Approve Timesheets Individually

Click on the first employee’s last name to pull up that employee’s timesheet to
review and approve. Note: You can sort your list by clicking on most of the
column headers. For example, if you want to sort by First Name, click on the
First Name column header either once or twice depending on whether you want
to sort in ascending or descending order.

Time Summary Cemographics 113

Empl

Select Last Hame First Name Employee ID Record Job Title
Mouse Minnie KO00004 0 Public Service Executive
Taggart Maria KO00007 0 Public Service Executive
Wayne John JO0012 0 Public Service Executive

25
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Lesson 3. Manager Self Service

Review Timesheet

Notice the information listed under the “Reported Status” folder tab. Ensure that the rows display
“Needs Approval” and that the appropriate time reporting codes (TRCs), taskgroups and task

profiles (not displayed in the page print below) have been used to reflect the actual hours worked
or leave taken.

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time !
127 1128 1729 1130 1131 2M 212 213 214 2i5 216 27 2/8 219
£.0000 8.000C &.0000 8.000¢ 2.0000 2.0000 2.0000 2.0000 2.0000 2.0000 20.0000  REG
Save for Later Submit
teported Time Status Summary Leave / Compensatory Time Exceptions Paysble Time
wied Time Status
Q 1-10 of 10[%|
Select Date Reported 5Status Taotal TRC Description Add Comments
O 01/28:2018 MNeeds Approval 3.0000 REG Regular Earnings -
O 01/28/2018 MNeeds Approval 2.0000 REG Regular Earnings -
m N4 anenda Masds &nmraesl 2 nnnn | RIES Eamilar Farninas

26
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Adding Comments (Optional)

Use the Comments field to add or review work-related comments. Note: This field should not
be used to track any medical, disciplinary or other personnel-related information.

From Sunday 01/27/2019 to Saturday 02/09/2019 (@

Sun Mon Tue Wed Thu Fri Sat
1127 1728 1129 1/30 131 2/ 2{2
5.0000 8.0000 8.0000 8.000C §.0000
Save for Later Submit
n Reported Time Status Summary Leave | Compensatory Time

Reported Time Status

B Q

Date Reported Status Total TRC
01/28/2019 Saved 5.0000 REG
01/29/2019 Saved 5.0000 REG
01/30/2019 Saved 8.0000 REG

Sun Mon Tue
213 214 215
8.0000 8.0000
Exceptions Payable Time
Description

Regular Earnings

Regular Earnings

Regular Earnings

Lesson 3. Manager Self Service

Wed Thu Fri Sat
206 27 2/8 2/9 Total
80000 80000 | 8.0000 80.0000
1-10 of 10|v]

Add Comments

27
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Comments (Optional)
To add a new comment or review comments previously entered by your employee,
you can click the bubble in the Add Comments column that corresponds to the
relevant date. Note that once a new comment has been entered and either OK or
Apply has been clicked, the comment can no longer be modified or deleted.

Date Reported Status Total TRC Description Add Comments

01/28/2019 Saved 8.0000 REG Regular Earnings fm}

Comments related to time entered for 01/28/2019

5 Q

Date User ID DateTime Created Source Comment

Worked on a Production issue.

1 01/28/2019 AGY_TL 02/04/2019 4:17PM  Time Reporting

Add Comment

OK Cancel Apply

28
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Lesson 3. Manager Self Service

Selecting Time for Approval

If all of the reported time is correct, use the Select All button to select all rows and click

the Approve button. Each time you approve a timesheet, an e-mail is sent to your
employee within 1 ¥2 hours (excluding weekends and evenings).

Reported Time Status

teported Time Status
F Q

Select Date
O 01/28/2010
O 01/28/2010

M 01/30¥2018

Summary Leave / Compensatory Time

Reported Status

Meads Approval

Meads Approval

Meeds Aporoval

Total TRC

2.0000 REG

28.0000 REG

8.0000 REG

Exceptions

Payable Time

Description

Regular Earnings

Regular Earnings

Reoular Earninas

1-10 of 10[]

Add Comments

W

-

W

Approval

Select All
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Approve Buttons

If some rows of
reported time are
incorrect, use the
Select checkbox next
to each row you want
to approve. Use the
Approve button to
approve the selected
rows.

Lesson 3. Manager Self Service

Reported Time Status

HF Q

Select

leported Time Status

Date

oi/zarzo1a

oi/2eizo1a

01/20vzone

01/31iz014a

p2ip1izo1a

020472019

n2/0sz01e

n2fparzo1a

n2foTizota

02/08720149

Summary

Reported Status

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Leave | Compensatory Tims

Total

8.0000

8.0000

2.0000

2.0000

8.0000

2.0000

8.0000

8.0000

8.0000

8.0000

Exceptions

TRC

REG

REG

REG

REG

REG

REG

REG

REG

REG

REG

Paysble Time

Description

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

Regular Earnings

30
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Approve Timesheet

Use the Approve button to approve the selected rows. Note: You may need to
scroll to the right or use your Ctrl key on your keyboard and the scroll bar on
your mouse to minimize the page.

Total TRC Description Add Commen ts
Approval
5.0000 | REG Regular Earnings ] .
___________ SelectAll | Deselect All Approve
8.0000 | REG Regular Earnings o
3.0000 REG Regular Earnings ]

31
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Confirm Approval

After clicking the Approve button, the following message displays, “Are you sure
you want to approve the time selected? (13504,2500) Once Approved the status
cannot be reverted back. Select Yes to confirm and complete the status change,
No to return to the page without updating the status.” Select Yes to confirm your
approval or No if you are not yet ready to approve the timesheet.

Are you sure you want to approve the ime selected? (13504, 2500)

nce Approved the status cannot be reverted back.

Select Yes to confirm and comp he status change, Mo to return to the page without updating the status.

Yes Mo

32
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Approve Confirmation Message
After clicking Yes to confirm your approval, the blue processing icon may appear,
followed by a green Saving page message. The following Approve Confirmation
messages displays. Click OK.

Saving Page

Appmve Confirmation
w :
Selects sactions were successfully approved.

33
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Lesson 3. Manager Self Service

Reported Time Status

After clicking OK to
the previous
message, the
timesheet displays.
Once reported time is
approved, the Status
IS updated to reflect
your approval.

Reported Time Status

Reported Time Status

H Q

Date

01/28/2018

01/28/2019

013012018

01/31/2019

02/01/2018

02/04/2019

0205/2018

Q2062019

02072018

02/08/2019

Reported Status

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Summary

Total

8.0000

8.0000

8.0000

2.0000

8.0000

8.0000

8.0000

2.0000

8.0000

8.0000

Leave / Compensatory Time

TRC

REG

REG

REG

REG

REG

REG

REG

REG

REG

REG

Fayable Time

Description

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

Regular Eamings

34
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Previous/Next Employee

Public Service Executive Empl Record 0O

Actions= Earliest Change Date 11/22/2018

Select Another Timesheet

*Wiew By | Calendar Period v Previous Period  Me=t Period
*Oate 0172772018 r-.l L I Prewvious Em'.:-l-:uyeel INE:! Em:ul-:r;a'eel

Reported Hours 30,0000

From Sunday 01/27/2019 to Saturday 02/09/2019 @)

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri

1 127 1i28 1128 1130 1731 21 212 23 214 25 26 27 218

Use the Previous Employee and Next Employee links to quickly move

Sat

through time approval. You can also return to the search screen to select a

different employee.

35
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Return to Select Employee

Reported Time Status

Once you 5 Q
have Select  Date  Status Desoription
completed

reviewing and

O o1/zarz018a Meds Approval 8.0000 REG Regular Earnings

. O 0172852018 Weeds Approval 8.0000 REG Regular Earnings
u O 0173052018 Meeds Approval 8.0000 REG Regular Earnings
O 0312018 Meeds Approval 2.0000 REG Regular Earnings

employee’s

t| mes h eets , H gaib ot Needs Approval 8.0000 REG Regular Earnings
click on m| Needs Approvs} 20000 REG Regular Esmings
“Return to O Needs Approval 8.0000 REG Regulsr Eamings
Select O Needs Approval 8.0000 REG Regulsr Eamings
Em P | Oyee. ’ O Needs Approval 8.0000 REG Regulsr Eamings

O Needs Approval 8.0000 REG Regulsr Eamings

Return to Select Employee

36
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Key Checkpoints

There are a few key things that each supervisor
should verify every pay period:

® Verify that all of your direct reports have
submitted time for your approval by the last
Friday or Saturday of the pay period. Check
with your personnel office if you have any
guestions about specific due dates and times

® Verify that you have approved all rows of
reported time for each direct report by the last
Friday or Saturday of the pay period. If any
reported time is not approved, it will not go
through the Time Administration process to
become pay. Check with your personnel office
on specific due dates and times

TIP: Work closely
with employees on
iIssues that cause
you to question
reported time. The
window of time to fix
problems and
complete the
process is very
short.

37
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Lesson Summary

Supervisors are responsible for ensuring
that their list of direct reports in SHARP is
correct and should contact their agency
personnel office to resolve errors.

In this lesson, |
walked you
through the basics
of approving time
using Manager
Self Service.

Supervisors should ensure that all of their
direct reports have submitted time by the
second Friday or Saturday of each pay
period. Check with your agency personnel
office for specific due dates and times.

Supervisors must verify that all accurate
reported time has been approved. Reported
time that has not been approved will not be
processed through Time Administration to
become payable time.

38
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Lesson Summary Continued

If reported time does not become payable
time through the Time Administration
process, the employee will not get paid.

The list of employees whose time you can
approve is based on the Reports To field in
SHARP. If you believe the list of employees
you have access to is incorrect, contact your
agency personnel office.

The comments field on the timesheet is
considered official documentation. Never
make reference to sensitive information,
such as FMLA, in this field.

You have
completed Lesson
3: Manager Self
Service.

39
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Course Completion!

Congratulations! You have finished each lesson for this course.

J
Q )
8

40



