EE Procurement Portal - User Manual

https://eeprocurementportal.icfwebservices.com/

Roles:
e Anonymous (Non-Logged In)
e Bidder (Logged In)

Please select appropriate role above to be directed to the corresponding section of the User Manual.
For technical support please email us at EEProcurementPortalTeam@icfi.com.



https://eeprocurementportal.icfwebservices.com/
mailto:EEProcurementPortalTeam@icfi.com

EE Procurement Portal - User Manual

User Rights as Anonymous (Non-Logged In) User:

1. View Events - https://eeprocurementportal.icfwebservices.com/

2. Create New Account - https://eeprocurementportal.icfwebservices.com/user/register

a.

b.
C.
d

Receive on-screen notification of account pending admin approval

Receive email notification of account pending admin approval

Receive email notification of account approval

Use one time login link

Please select appropriate user right to be directed to the corresponding section of the User Manual.
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Back to Anonymous User Rights

View Events
All events (RFPs/RFQs) will be listed on the homepage under the appropriate sector (Residential or
Commercial and Industrial — C&l).

Please note: Each event has an ‘Open Date’ and ‘Close Date’. The event will not be accessible before the
open date or after the close date.

INTERNATIONAL

User login Welcome

Welcome to ICF Internabional’s procurement site. For techmical support please Download the User Manual or Emad Us,

Username:
Residential
Password:
Fvent Linility Crpen Drate Close Date
1'— m Ousck Homd Energy Chock-up Services PHI November 29, 2011 - 12:00pm December 19, 2011 - 12:00pm
TN TV MR Commercial and Industrial
PRaguest new password
Event utility Open Date Close Date

Small Business Energy Sarvicgs BGE November 21, 2011 - 9:00am December 16, 2011 - 5:00pm

Be sure to adhere to the event timeline, which highlights important events and non-negotiable due
dates.

E—
INTERNATIONAL

User login

Quick Home Energy Check-up Services-PHI

Username: * Event:

I:I Quick Home Energy Check-up Services

Utility:
Password: * PHI

l:l Residential RFQ:

PHI _QHEC_Services-RFQ.doc
Open Date:

- Create new account Movember 29, 2011 - 12:00pm

Request new password Timeling
Intent to Bid Submittal Deadline:
December 5, 2011 - 12:00pmMm
Proposal Submittal Deadline:
December 19, 2011 - 12:00pm
Aviard Bid:
January 9, 2012
Program Start date:
January 16, 2012

Please create a user account in order to complete an intent to bid,
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Back to Anonymous User Rights

Create New Account
In order to submit an Intent to Bid, all users MUST create an account. This option is available on the
homepage or through a link on the event page.

INTERNATIONAL

Welcome

Welcome to ICF Internabional’s procurement site. For techmical support please Download the User Manual or Emad Us,

Username:
Residential
Password:
Fvent Linility Crpen Drate Close Date
[ Queck Hame Energy Chack-up Services PHI Navembers 29, 2011 - 12:00pm Decamber 19, 2011 - 12:00pm
[hgain]
TR TV MR Commercial and Industrial
Raguest naw pasgRard
Event utility Open Date Close Date
Small Bissingss Energy Sarvces BGE November 21, 2011 - 9:00am December 16, 2011 - 5:00pm

E—
INTERNATIONAL

User login Quick Home Energy Check-up Services-PHI

Username: * Event:

I:I Quick Home Energy Check-up Services

Utility:
Password: * PHI

l:l Residential RFQ:

PHI _QHEC_Services-RFQ.doc
[m Open Date:

- Create new account Movember 29, 2011 - 12:00pm

Request new password Timeling
Intent to Bid Submittal Deadline:
December 5, 2011 - 12:00pmMm
Proposal Submittal Deadline:
December 19, 2011 - 12:00pm
Aviard Bid:
January 9, 2012
Program Start date:
January 16, 2012

Please create a user account in order to complete an intent to bid,
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Back to Anonymous User Rights

Homa » Uzer-account

User account Sl Lot Raguestew passverd

Usernama: ©

Spaces are allowed; puncrustion iz not alloued ancept for periods, hyphens, and undarscares,

E-mail address: *
A valid e-mail address, All e=mails from the system will be sent to this address, The e=mail address is not made public and will anly be used if you wish to receive a new
passward o wish to receive certain naus or notifications by e-mail

tompany Name: *

Contact Name:

Address:

City: *

State: *

zZip: ¥

Phone: *

Enter Bhone withaut dashas: 1111111111

Required fields include username, email address, company name, contact name, address, city, state, zip
code and phone number. Fax number is optional.

Once you click ‘create new account’ you will receive a notification, that your account pending approval, at the
email address you provided.

On-screen notification of account pending admin approval

ICF

INTERNATIONAL

User login ‘ Welcome

Username: Thank you for applying for an account. Your account is currently pending approval by the site administrator,
I:l In the meantime, 3 welcome message with further instructions has been sent to your e-mail address.

Password: *
I:I Welcome to ICF International’s procurement site, For technical support please Download the User Manual or Email Us.

(Login]

“ Create new account

© Request new passwaord

Updated 11/29/11 5
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Back to Anonymous User Rights

Email notification of account pending admin approval

From: Energy Efficiency Procurement Portal Team Sent: Frill/11/2011
To: ® Khair, Kelly
g4
Subject: Account details for TESTUSER at EE Procurement Portal [pending admin approval}
TESTUSER,
Thank you for registering at EE Procurement Portazl. Your application for an account is currently pending approval. Once it has been approved, you will

receive an email containing steps on how to log in and set your password.
Please allow 24 hours to receive this email.

-- EE Procurement Portal Team
If you have questions, or need to expedite the handling of your account, please contact EEProcurementPortalTeam@icfi.com.

Receive notification of account approval
Once a site administrator has approved your account you will receive the following notification at the
email address you provided.

Fram: Energy Efficiency Procurement Portal Team Sent:
To: ® Khair, Kelly

Co

Subject: Account details for TESTUSER at EE Procurement Partal (approved)

TESTUSER,
Your account at EE Procurement Portal has been activated.

You may now log in by clicking on this link or copying and pasting it in your
browser:

https://eeprocurementportal.icfwebservices.com/user/reset/18/1321828889,/409821e8082cBdabebatala3psBenad

This is a one-time login, so it can be used only once.

After logging in, you will be redirected to https://eeprocurementportal.icfuebservices.com/user/18/edit so you can change your password.

Once you have set your own password, you will be able to log in to https://eeprocurementportal.icfuebservices.com/user in the future using:

username: TESTUSER

You must login through the one time login link provided within the account approval email.

Updated 11/29/11 6
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Back to Anonymous User Rights

Use one time login link

ICF

INTERNATIONAL

Feset password

This is a one-tire login for TEST and will expire an Movember 12, 2011 - 2:570m.
Click on this button to login to the site and change your password.,

This login can be used only once.

When you click ‘Log in’ you will be prompted to create a password and save your account information.
Please make your password unique yet memorable. If you forget your password you will be able to
request a new password.

Updated 11/29/11 7
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User Rights as Bidder (Logged In):

1.
2.
3.

Log In - https://eeprocurementportal.icfwebservices.com/
View/Update Account Information - https://eeprocurementportal.icfwebservices.com/user
Request New Password - https://eeprocurementportal.icfwebservices.com/user/password
a. Receive on-screen confirmation of new password
b. Receive email confirmation of hew password
View Event - https://eeprocurementportal.icfwebservices.com/
Complete Intent to Bid Form — link is on each event page
a. Receive on-screen notification of completion
b. Receive email notification of completion
Submit Proposal/Quote — link is on each event page
a. Receive on-screen notification of completion
b. Receive email notification of completion
View all submitted intent to bids - https://eeprocurementportal.icfwebservices.com/intent-to-
bid/submitted
View all submitted proposals/quotes -
https://eeprocurementportal.icfwebservices.com/submissions
Log Out - https://eeprocurementportal.icfwebservices.com/home

Please select appropriate user right to be directed to the corresponding section of the User Manual.


https://eeprocurementportal.icfwebservices.com/
https://eeprocurementportal.icfwebservices.com/user
https://eeprocurementportal.icfwebservices.com/user/password
https://eeprocurementportal.icfwebservices.com/
https://eeprocurementportal.icfwebservices.com/intent-to-bid/submitted
https://eeprocurementportal.icfwebservices.com/intent-to-bid/submitted
https://eeprocurementportal.icfwebservices.com/submissions
https://eeprocurementportal.icfwebservices.com/home
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Back to Bidder User Rights

LogIn

ICF

INTERNATIONAL

User login

Username: '

Password: *

]

Create new account

Reqguest new password

View/Update Account Information

—
INTERNATIONAL

Bidder | Bidder
- User Manual
- Wiew Account Information Frofile
< Update Account Informat]
< Wigw Intent to Bids
Movemnber 29, 2011 - 7:27am — Bidder
Wiew Proposal/Quote
Submittals Contact Name:
© Log out Rachael Frisch
Address:
7125 Thomas Edison Drive
City:
Colurbia
State:
MO
Zip:
21048
Phone:
4437184847

History

Mermnber for

6 weeks &6 days
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Back to Bidder User Rights

ICF

INTERNATIONAL Haorme » My account

Bidder

User Manual

Bidder View Fdit

© Misw Account Information | Account el
* Update Account Information

Wiew Intent to Bids Account information
< Wiew Proposal/Quote

Submittals E-mail address: *
> Log Out |20810@ici.com

A vwalid e-mail address. All e-rmails fram the system will be sent to this address, The e-mail address is not made public and will anly be used if you wish to raceive a new

password or wish to receive certain news or natifications by e-mail,

Passviord:

Confirm password:

To thangs the current user passward, enter the new passward in both fislds.

(Save]

To ensure you receive all information and updates regarding the portal and listed events, please keep all
contact information current.

ICF

INTERNATIONAL a3 & (1 Emeeini:

Bidder Bidder Wilex
* User Manual
© Wiew Account Information Account

-~ Update Account Information

© Wigw Intent to Bids Company Name: *
° wiew Proposal/Quote |ICFInternat\DnaI
Submittals

Contact Name: *
‘Rachae\ Frisch ‘

* Log Out

Address: *
[7125 Thamas Edison Drive |

City: *
‘Co\umbia ‘

State: *

Zip: *

[21048

Phone: *

4437184847

Enter Phone without dashes: 1111111111

Fax:

[
(2]

Updated 11/29/11 10
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Back to Bidder User Rights

Request New Password

ICF

INTERNATIONAL

User login

Username:

- Create new account

- Request new password

[ —
INTERNATIONAL Home = User account

User account Create new account Login | Request 1ew password

Username or e-mail address: *

An on-screen confirmation will pop up explaining that further instructions have been sent to the email
address you provided.

On-screen confirmation - New Password

I Home

‘ User account Create new account Request new password

Further instructions have been sent to your e-mail address.

Updated 11/29/11 11
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Back to Bidder User Rights

Email confirmation - New Password

From: EEProcurementPortalTeam@icfi.com

To: ¥ Frisch, Rachael

Cc

Subject: Replacement login information for RFrisch at EE Procurement Portal
RFrisch,

A request to reset the password for your account has been made at EE Procurement Portal.
You may now log in to eeprocurementportal.icfwebservices.com by clicking on this link or copying and pasting it in your browser:

https://eeprocurementportal.icfwebservices.com/user/reset/5/1321650078/bedc9d7861e9c561c2ca2lad053fchas

This is a one-time login, so it can be used only once. It expires after one day and nothing will happen if it's not used.

After logging in, you will be redirected to https://eeprocurementportal.icfwebservices.com/user/5/edit 50 you can change your password.

You must login through the one time login link provided within the replacement login email.

ICF

INTERNATIONAL

Reset password

This is a one-tire login for TEST and will expire an Movember 12, 2011 - 2:570m.
Click on this button to login to the site and change your password.,

This login can be used only once.

When you click ‘Log in’ you will be prompted to create a new password and save your account
information.

Updated 11/29/11 12
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Back to Bidder User Rights

I Home » My account

Bidder View

Profile

You have just used your one-time login link. It is no longer necessary to use this link to login. Please change your password.

Account information

E-mail address: *
20810@icfi.com

A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not made public and will only be used if you wish to receive a new

password or wish to receive certain news or notifications by e-mail.

Password:

Confirm password:

To change the curent user password, enter the new password in both fislds.

Please make your password unique yet memorable.

Updated 11/29/11 13
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Back to Bidder User Rights

View Event
All events (RFPs/RFQs) will be listed on the homepage under the appropriate sector (Residential or
Commercial and Industrial — C&l).

Please note: Each event has and ‘Open Date’ and ‘Close Date’. The event will be inaccessible before the
open date and after the close date.

ICF

INTERNATIONAL

User login Welcome

Username: * Welcome to ICF International’s procurement site. For technical support please Email Us
Residential
Password: *
Event utility Open Date Close Date
Quick Home Energy Check-up Services BGE November 14, 2011 - 9:00am December 12, 2011 - 5:00pm

' Create new account

| e e Commercial and Industrial

Event utility Open Date Close Date

Small Business Direct Install Services SMECO November 18, 2011 - 12:00pm November 18, 2011 - 2:00pm

Be sure to adhere to the event timeline, which highlights important events and non-negotiable due

dates.
ICF

INTERNATIONAL

Bidder | Small Business Energy Services-BGE

< User Manual Event:

Wiew Account Information Small Business Energy Services
“ Update Account Infarmation CI RFP:

View Intent to Bids BGE SBES RFP Draft 11 10 11 docx
o Utility:
“ View Proposal/Quote

BGE

Submittals
_ Open Date:
“~ Log Out

Movember 21, 2011 - 9:00am
Timeline

Intent to Bid Submittal Deadline:
Movember 30, 2011 - 5:00pm
Proposal Submittal Deadline:
December 16, 2011 - 5:00pm

Bidders Conference:

December 5, 2011 - 9:00am - 11:00am
Award Bid:

December 23, 2011

Training for Selected Contractors:
December 30, 2011 - 9:00am - 12:00pm
Program Start date:

January 2, 2012

Complete Intent to Bid
You must complete an Intent to Bid form in order to Submit a Proposal/Quote.

Updated 11/29/11 14
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Back to Bidder User Rights

Complete Intent to Bid
You will not be permitted to submit a proposal unless you create an intent to bid prior to the intent to
bid submittal deadline. The link to submit a proposal will appear once you’ve created an intent to bid.

ICF

INTERNATIONAL

Bidder Small Business Energy Services-BGE
- User Manual Event:
7 wiew Account Information Small Business Energy Services
© Update Account Information I RFP:
o Wiz TiRERE i Eids BGE SBES RFP Draft 11 10 11.docx
- Utility:
7 View ProposalfQuote
. BGE
Submittals
Open Date:
© Log Out

Movernber 21, 2011 - 9:00am
Timeline

Intent to Bid Submittal Deadline:
MNovember 30, 2011 - S:00pm
Proposal Submittal Deadline:
December 16, 2011 - 5:00pm

Bidders Conference:

December 5, 2011 - 9:00am - 11:00am
Award Bid:

December 23, 2011

Training for Selected Contractors:
December 20, 2011 - 2:00am - 12:00pm
Program Start date:

January 2, 2012

Complete Intent to Bid

You must complete By Intent to Bid form in order to Submit a Proposal/Quote.

Updated 11/29/11 15
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Back to Bidder User Rights

ICF

INTERNATIONAL Home > Create content:

Bidder | Submit Intent to Bid for Small Business Energy Services-BGE Open Date:
MNovember 21, 2011 - 9:00am

“ User Manual Name of Company: * : :
“ View Account Information [ | Intent to Bid Submittal
Deadline:
~ Update Account Information R
Intentions: * Movember 30, 2011 - S:00pm

2 Wiew Intent to Bids N .
) O we have accessed your Request for Proposal (RFPY, and intend to submit 3 proposal Bidders Conference:
Wiew Proposal/Quote Decemnber 5, 2011 - 9:00am -

Submittals For those who are planning on attending the pre-bidders conference, please provide the attendees’ names below 11:00am
2 Log Out

Attendee:
Name:
P Email:
i
Name:
& Email:

Please Note: Mot all events will host a Bidders Conference

Please note: Not all events will host a pre-bidders conference. If a Bidders Conference is not listed
within the timeline, then one is not being offered for that event.

Due to location restraints, we are only allowing two attendees per company to the pre-bidders

conference. All registered attendees will be emailed a Bidders Conference invitation when the
conference details are set.

Intent to Bid - On-screen Confirmation

ICF

INTERNATIONAL

Bidder | Thank You for Submitting an Intent to Bid

- User Manual . .
- ) Cal Intent to Bid 7CF International has been created,
- Wiew Account Information

2 Update Account Information

' Wigw Intent to Bids We have received your submission. & confirmation email has heen sent to your email address on file)

S Wiew ProposalfQuote
Submittals

' Log Out

Updated 11/29/11 16
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Back to Bidder User Rights

Intent to Bid - Email Confirmation

EEProcurementPortaMeam@icfi.com
To: # Frisch, Rachael
Lo
Subject: EE Procurement Portal - Intent to Bid Completed

We have received your Intent to Bid.

Thank you,
EE Procurement Team

Submit Proposal/Quote

You will not be permitted to submit a proposal/quote unless you create an intent to bid prior to the
intent to bid submittal deadline. The link to submit a proposal/quote will appear once you’ve created an
intent to bid.

ICF

INTERNATIONAL

Bidder Small Business Energy Services-BGE

User Manual Event:
View Account Infarmation Small Business Energy Services
C&I RFP:

Update Account Information

Mg Tt i B D BGE SBES RFP Draft 11 10 11.docx
. Utility:
View ProposalfQuote
. BGE
Submittals
Open Date:
Log Out

Movember 21, 2011 - 9:00am
Timeline

Intent to Bid Submittal Deadline:
Movermnber 30, 2011 - 5:00pm
Proposal Submittal Deadline:
December 16, 2011 - 5:00pm

Bidders Conference:

December 5, 2011 - 2:00am - 11:00am
Award Bid:

December 23, 2011

Training for Selected Contractors:
December 30, 2011 - 9:00am - 12:00pm
Program Start date:

lanuary 2, 2012

vou have already submitted an intent to bid.

Subrit Proposal/Quote

Updated 11/29/11 17
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Back to Bidder User Rights

ICF

INTERNATIONAL Harre > Create content

Bidder Submit Proposal for Small Business Energy Services-BGE
User Manual
Wiew Account Information @]
Update Account Information
Wigwr Intent o Bids Proposal:
Wiew quusa\/Quute m o fils thosen [uziad]
A 4 Maxirmum fils sizs: 20 M8
Log Out Alloped sxkansions: tek das docy pdf xis wise

Please upload all documents befare dlicking "save”, You will not be able to add additionsl documents to this form after saving, Please Gontact Us to add or remove documents
from your entry,

The portal accepts the following file extensions: txt, doc, docx, pdf, xls, xIsx

Proposal:
BGE SBES RFP Draft 11 10 11.docx Description:
& 454,34 KB |ICF International Proposal

application/vnd.openxmiformats-

officedocument. waordprocessingml.documeant Remove

Choose File | Mo file chosen

=N Maxirum file size: 20 M&
Allowed extensions: fxt doc docx pd¥ xls xisx

Please upload all docurments before clicking "save", vou will not be able to add additional docurments to this form after saving. Pleas]
from your entry,

Add another item

Please add an appropriate description to your submission. Click the add another item button to submit
more than one file.

Please upload all documents before clicking “save”. You will not be able to add additional files to this
form after saving. Please contact us at EEProcurementPortalTeam@icfi.com to add or remove
documents from your entry.

Updated 11/29/11 18
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Back to Bidder User Rights

ICF

INTERNATIONAL

Bidder Small Business Energy Services-BGE

User Manual Event:
© Wiew Account Information Small Business Energy Services

Update Account Information CI RFP:
o Wi Tkem e Eids BGE SBES RFP Draft 11 10 11.docx

Utility:

View Proposal/Quote

. BGE

Submittals
Open Date:

Log Cut

Movember 21, 2011 - 9:00am
Timeline

Intent to Bid Submittal Deadline:
MNovember 20, 2011 - 5:00pm
Proposal Submittal Deadline:
December 16, 2011 - S:00pm

Bidders Conference:

December 5, 2011 - 9:00am - 11:00am
Aveard Bid:

December 23, 2011

Training for Selected Contractors:
December 30, 2011 - 9:00am - 12:00pm
Program Start date:

January 2, 2012

vou have already submitted an intent to bid.
You have already Submitted a Proposal/Quote,

The event page will inform you if you’ve submitted a proposal/quote.

Proposal/Quote Submission - On-screen Confirmation

ICF

INTERNATIONAL

Bidder

View Account [nformation

Thank You for Submitting a Proposal

Submit Residentiz| RFP Proposal for Quick Heme Energy Check-up Services-EGE has been created.
Updste Account Information

Viaw Intent to Bids
View Proposal Submittals We have received your submission. A confirmation email has been sent to your email address on file. If you need to add additional documents or remove =

Lot it submission please email us.

Updated 11/29/11 19
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Back to Bidder User Rights

Proposal/Quote Submission - Email Confirmation

From: EEProcurementPortalTeam@icfi,com

Tao: (% Frisch, Rachael

Cc

Subject: EE Procurement Portal - Proposal Submitted

We have received your Submission,

Thank you,
EE Procurement Team

View Submitted Intent to Bids

If you submit intent to bids to multiple events your submissions will be summarized on the View Intent

to Bids page.

ICF

INTERNATIONAL

Bidder
User Manual
Wiew Account Information

* Update Account Information
Wiew Intent to Bids

“ View ProposalfQucte
Subrittals

Log out

Updated 11/29/11
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Small Business Energy Services-BGE Movember 29, 2011
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Back to Bidder User Rights

View Submitted Proposals/Quotes
If you submit proposals to multiple events your submissions will be summarized on the View
Proposal/Quote Submittals page.

—
INTERNATIONAL =

Bidder Submitted Proposals/Quotes

User Manual

Title Post date RFP
* wiew Account Information
N pidate Ao nE TR At Proposal for Small Business Energy Services-BGE Movermber 29, 2011 Small Business Energy Services-BGE
@ Miew Intent to Bids
Yiew Proposal/Quote
Submittals

“ Log Out

ICF

INTERNATIONAL

Bidder Proposal for Small Business Energy Services-BGE
< User Manual

. : Movernber 29, 2011 - 7:33am — Bidder
C Wiew Account Information

7 Update Account Information RFP:
. ’ Small Business Energy Services-BGE
Y Wiew Intent to Bids al
) User:
L= F‘roposal,-’Qthe Bidder
Subrnittals
Proposal:
' Log Out ICF International Proposal

Updated 11/29/11
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Log Out

Please log out after every session to ensure account security.

ICF

INTERNATIONAL

Bidder
2 View Account Information
Update Account Information
View Intent to Bids
View Proposal Submittals

Log Out

Updated 11/29/11
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