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Access to ELM

ORACLE

PEOPLESOFT ENTERPRISE

User D

Password

Set Trace Flags

Select a Language

English
Dansk
Francais
ltaliana
Mederlands
Polski

Roméana

LK English

Espariol

Deutsch

Francais du Canada
Magyar

Morsk

Portugués

SUOMmI

Tirkce

H#§

G

Use your Novell user id and password to login.
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Manager ELM

ELM allows you to perform the following activities to manage
learning for your direct reports:

— View employee learning

— Assign/suggest courses for employees
— Approve/decline enrollment requests
— View and track participation statuses
— Add or drop a recommended course

— Monitor employee participation

Manager Self-Service ELM



Navigation

Favorites = | Main Menu =
Home Add to Favorites Sign out

ORACLE

\b Quick Links & Welcome _ \> Manager Quick Links
3 . . Q03 .

30 Find Leaming @ Search for Leaming ov | U Team Members
& wyLeai Q5 ream certicat
= W saming Enter a keyword and selectthe Search button to initiate the search. sam Lercaions
ﬁ Certifications ® {:ﬁ] Team Objectives
O Learning Objectives Aavanced Search E[‘b Team Leamning Plans
= Pending Approvals _ s 8v |

Learning Plans @ AL E‘,O Find Team Learning
Q Supplemental Leaming Name Title Price Approve Deny .

Laura Cavazos 7 Habits of Highly EF People® 0UsD v X Team Leaming

[ Maintain Approvals

2
¥
4

Announcements

Mo Current Announcements, Team Learning _

Mo Learning information exists.

(il

As a manager in ELM, you will be able to utilize the manager quick links, pending
approvals and team learning pagelets/sections.
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View Team Learning

Favorites = | Main Menu =
Home Add to Favorites Sign out

ORACLE
5 Quick Links b 5 Manager Quick Links
Y Welcome (" M
3 - . Q03 .
p Find Leaming @ Search for Leaming ov | U Team Members
] . . 18] A
";"-'-“-(" MyLeaming Enter a keyword and selectthe Search button to initiate the search. ﬂ@ Team Certifications
a Certifications ® {:ﬁ] Team Objectives
O Learning Objectives Aavanced Search E[‘b Team Leamning Plans
= Pending Approvals c G- .
Learning Plans @ AL E‘,O Find Team Learning
Q Supplemental Leaming Name Title Price Approve Deny .
Laura Cavazos 7 Habits of Highly EF People® 0UsD v X Team Leaming

[ Maintain Approvals

2
¥
4

(il

Announcements Mo Learning information exists.

Mo Current Announcements, Team Learning _

To view your direct reports’ learning:

* Click the “Team Learning” link under the Team Learning section

Manager Self-Service ELM




View Team Learning

Team Learning ﬁ@i Team Members é?’ Request New Learning /ﬁﬁ Leamning Home
Contact Us
: Team Member Learning [
The Team Learning page shows all !
; 3 ; *Search Filter ing-any voe ar d - For A v
your dlreCt repOFtS’ Iearnlng, WhICh Alllearning - any status, type or date All Learners - Go
. Team Leaming View 100 | 2 | E st' 1-10 0f 402 1 Last
include courses that they are
Learner Title Type Status Date ction Delete
currently enrolled and courses that S
) ) e D Safety Serv Defenzive -
they have Completed. Daniel Rasy Defensive Driving Diiving Denied
Daniel Rasy Egi}ﬁmentua ke Instructor Led Training ~ Enrolled 111812014 Drap
e Use the drop down menu to view
. Daniel Rasy Work Zone Traffic Control  Instructor Led Training  Enrolled 111812014 Drop
either current or completed
[ . amie Caviano ocus on Safety IV nstructor Led Training nrolled 12112015 rap
learnin Jamie C F Safety | Instructor Led T Enrolled 011211201 o
. John Cain Focus on Safety IV Instructor Led Training  Enrolled 0112112015 Orop
e Use the drop down menu to view
ifi inda Frank Success atWork nstructor Led Training nrolled 210412 rap
a SpeCIfIC emp|0yee_ Linda Frank 3 t Work Instructor Led T Enrolled 1210412014 D
lsaac Humphrey Wew Employee Orientation  Video Tele Conference  Enrolled 1010172014 Drap
John Leopard Dump Truck Driver 10-12 Yd Instructor Led Training ~ Enrolled 1211512014 Orap
Daniel Razy Wew Employee Orientation  Video Tele Conference  Enrolled 1112112014 Drap
Christopher Nigdorf Workplace Violence Instructor Led Training  Enrolled 111712014 Drap

Supenisors
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View Team Learning

Learmer Wiew

Tearm Learning is a list ofthe Learning wour team membears are enrolled in and cdrricdla and certifications forwhich the
registered. You can wview the details, progress status, and schedules for their learning by selecting the name aofthe clag
To filter the results =elaect a fiter andfor a Learnear and selectthe "So' buttan.

Jose Casarexz

*Search Filkbker | Al learning - any status, tvpe or date - S0
Tearm Learning Personalize | Wiew 10 | | EE First ‘4 1-24 or 24 “® Last
Learner Title Type Status Status=s Date Action

Equipment Load &
Tie Dawven

Aocphalt Distributor
Operatar

Jdose Casares Focus on Satety Iw Instructor Led Training

Equip FPreventive
Maintenance

Intro to Heawy
Equiprment
wWwinter Wweather
Operations

Damip Track Driver

Jdose Casares Instructor Led Training

Dropped 117245201 4 _

Dropped 1152272014
Dropped 1151 272014
Enralled 1150452014 Crrop

Completed 1o0Morz014 _

Completed 105072014

Jdose Casares Instructor Led Training

Jdose Casares Instructor Led Training

Jdose Casares Instructor Led Training

Jdose Casares Instructor Led Training

BB EEEHEH E

Jdose Casares 1012 v Instructor Led Training Completed 10rozrz014
Jdose Tasares "'é;"'.é:'r':llt{rgl':'ne Traffic Instructor Led Training Enrolled 105015201 4 _
Jdose Casarezs E!jangegers In WWork Instructor Led Training Zompleted Oog9MSrz014

e Status: Dropped, date shown is the date employee was dropped from class.

e Status: Enrolled, date shown is the date employee enrolled in the class.
(click on the class title to view start and end date of class)

» Status: Completed, date shown is the last date employee completed the class.
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Print Team Learning

. ] )
Team Learmng ﬁ@i Team Members é" Request New Learning /laﬁ Leamning Home
Contact Us
Team Member Learning (1
*Search Filter All lsarning - any status, type or date v For All Leamers v | Go
Team Leaming view100 [ 1B First 4 190 0f402 Y Last
Learner Title Type Status Date Action Delete
) ) - Safety Serv Defensive )
Daniel Razy Defensive Driving Diiving Denied
Daniel Rasy Egi}ﬁmentua ke Instructor Led Training  Enrolled 111812014 Drap
i i Daniel Rasy Work Zone Traffic Control  Instructor Led Training Enrolled 111812014 Dro
* Click the Download icon. * 0 : U
Jamie Caviano Focus on Safety IV Instructor Led Training ~ Enrolled 0112112015 Drap
John Cain Focus on Safety IV Instructor Led Training  Enrolled 0112112015 Orop
Linda Frank Success atWork Instructor Led Training  Enrolled 1210412014 Crrop
lsaac Humphrey Wew Employee Orientation  Video Tele Conference  Enrolled 101012014 Drap
John Leopard Dump Truck Driver 10-12 Yd Instructor Led Training  Enrolled 1211512014 Orap
Daniel Razy Wew Employee Orientation  Video Tele Conference  Enrolled 1112112014 Drap
Christopher Nigdorf Sujpgtﬁjfsc:rs lolence Instructor Led Training  Enrolled 111712014 Drap
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Print Team Learning

A security message will appear.

e Click the yellow bar and select
“Download File”

%Cnnver’t - ﬂj Select

o7 Favorites | @& hitpsfelrmuat bedat.go.. Ei Home B * [] Read Mail = Print
.ﬂ. To help protect your security, Intermet Explarer blocked this site from downloading files to your computer, Click here far

aptions..

If IE indicates your download has been blocked, permit the download by clicking on its Information Bar and |

selecting "Download File...".

Please close this window after download has completed ...

*»

X

l\'.;"__LjComﬂart - E Select

5.7 Favorites '-iCDnnecting,,, ”-}Hume - [] + [ Read Mail = Print -

e C(Click the open button.

Manager Self-Service ELM

If [E indicates your download has been blocked, permit the download by clicking on its Information Bar and

selecting "Download File..". .

File Download &
Please close this window after download has
Do you want to open or save this file?

L@j Mame: ps.xls
il Type: Microsoft Excel 97-2003 Worksheet

From: elmuat.tzdot.goy

“ Open || Save H Cancel




Print Team Learning

Lo o B I = T 5 R =S TR R R

el Ll e R e i
WO 00 -] 0 s ka O

Sample Team Learning document

A1 > Jx | Learner
pil B C ] E F 3
Learner Title Type Status Date Action | Delete

Daniel Rasy Defensive Driving Safety Serv Defensive Driving |Denied

Daniel Rasy Equipment Load & Tie Down Instructor Led Training Enrolled | 1171872014 |0Drop
Daniel Rasy Work Zone Traffic Control Instructor Led Training Enrolled | 11/18/2014(0rop
Jamie Caviano Focus on Safety 1% Instructor Led Training Enrolled 1/21/2015|0rop
John Cain Focus an Safety 1% Instructor Led Training Enralled 1/21/2015|Drop
Linda Frank Success atWaork Instructor Led Training Enralled 127472014 (0rop
[saac Humphrey Mew Emploves Orientation Yideo Tele Conference Enrolled 10/1/2014|0rop
John Leopard Dump Truck Driver 10-12 ¥d Instructor Led Training Enrolled | 12/15/2014(Drop
Daniel Rasy Mew Emploves Orientation Wideo Tele Conference Enralled | 11/21/2014(Drop
Christopher Niedorf |Workplace Yiolence-Supervisors Instructor Led Training Enrolled | 11/17/2014|Drop
Christopher Niedorf |TxDOT Ethics Policy Refresher elearning/nstructor Enrolled 1/20/2015(0rop
Jamie Caviano Intro to Heawy Equipment Instructor Led Training Enrolled 12/5/2014|0rop
[sgac Humphrey Work Zone Traffic Control Instructor Led Training Enralled 11/4/2014|Drop
Phillip Guerra [ Focus on Safety Y Instructor Led Training Enralled 1/20/2015(0rop
Daniel Rasy TxDOT Ethics Policy Refresher elearning/nstructor Enrolled 1/20/2015(0rop
Daniel Rasy Dump Truck Driver 4-6 ¥d Instructor Led Training Enrolled 12/3/2014|0rop
Williarm Rayaon Dump Truck Driver 10-12 %¥d Instructor Led Training Enralled 11/4/2014|Drop
Is@ac Hurmphrey Introto Heawy Equipment Instructor Led Training Enralled 12/3/2014(0rop
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Approve/decline enroliment

B} Search for Leaming g

Enter a keyword and select the Search button ta initiate the search.

®

* The “Pending Approvals” section allows you

. Advanced Search
to view and approve enrollment requested by
your direct reports. @ Pending Approvals — o B
e Click the “check mark” icon to approve or the
“X” icon to deny enroliment. Hame Title Price Approve Deny
Laura Cavazos 7 Habits of Highly Eff Peaple® 0UsD o K

[ Maintain Approvals
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Enroll Learners

Favorites = | Main Menu =

ORACLE

R 4

Quick Links

e

Find Learning

e
d
L

Iy Learning

Certifications

=0

G.

Learning Objectives

Learning Plans

4=

Supplemental Learning

(il

Announcements

Mo Current Announcements.

¢
* | Welcome

@ Search for Leaming

Enter a keyword and selectthe Search button to initiate the search.

@ Pending Approvals

Name Title

Laura Cavazos 7 Habits of Highly Eff People®
[ Maintain Approvals

2
¥
4

Price

ousD

Home Add to Favorites Sign out

> Manager Quick Links
b
002 .
ov | Gl Team Members
ﬁﬁ Team Certifications

® {:ﬁ] Team Objectives

Aavanced Search E[‘b Team Learning Plans

o 6y | g ) )
@O Find Team Learning
Approve Deny
% Team Leaming

4 X
Mo Learning information exists.

Team Learning

To enroll your direct reports for a course:

* Click the “Find Team Learning” link under the Manager Quick Links section.

Manager Self-Service ELM




Enroll Learners

The Find Learning page will be displayed.

e Enter the course code in the text box
and hit enter.

* Select the appropriate the course and
click the Enroll Now button.

Manager Self-Service ELM

Basic Search | Advanced Search Contact Us

rf525 ® _

Search Results View All  First i 1-10f1 0 Last

(4] Expand [=] Collapse

Work Zone Trf Ctrl Refresh {TRF525)

@ (0) Plan far Later

The course reviews basic work zone traffic control information as well as updated information pertaining to work zone traffic control
and areas of concern while working in and around a work zone which could put employees or the traveling public at risk. View
Details

Class Code Type Duration Start Date Location Price

TRF525 'T”rsatlrnL:ﬁt;r Led 8Hrs  04/29/2015  Brownwood, TX S?;bﬂ Enroll Maw
TRF525 lTn;H]L:ET;r Led 8Hrs 0411612015  Mesquite, TX 5?34bﬁznunu Enrall Naw
TRF525 'T”rztlﬁ:?;r Led 8Hrs 021172015 Tyler, TX a?szsgnunu Enrall Now
TRF525 'T”fa'tlﬁ:ﬁt;r Led 8Hrs  11M2/2014  Aflanta TX 5?34[')52””'30 Enroll Now
TRF525 'T”;T]L:?;r Led 8Hrs  1113/2014  Allanta, TX a&-gbﬁznunu Enrall Naw
TRF525 lTn;H]L:?;r Led BHrs  11M3/2014  Lufkin, TX az-g;bsznunu Enrall Now
TRF525 'T”rztlﬁ:ﬁt;r Led 8Hrs  11M8/2014  Jasper,TX 5?34[')52'30'3” Enroll Now
TRF525 'T”r?lﬁ:ﬁt;r Led BHrs  12M1/2014  YOAKUM,TX 6?345520000 Enroll Now




Enroll Learners

Team Members ﬂ Learning Home
Contact Us

Team Members

Employee ID Name Job Title Hire Date
00000031097 Avelina Armendariz Technical Developmt Coord Il 07/0111894
-3385 Angela Richmond Training Specialist Il 03/15M999
The Team Members page will be 00000130250  Audrey Zenon Training Coordinator Il 05/01/2005
displayed.
p y 00000124701 Anthony Marelli Training Specialist Il 08/01/2007
00000141281 Bill Hutcheson Training Specialist I 03/17/2014
* Select the team member to be
enrolled by clicking the box. 00000134956  Brian Melcher Training Coordinator 10/22/2007
00000137472  Barbara Raines-Evard  Training Specialist IV 071812011
“ ”
e Select “Enroll” from the drop down
00000142000  Carlos Jimenez Training Specialist 11 0712112014
menu.
00000141275 Daniel Sifuentes Jr Training Specialist I 031712014
e C(Click the “Go” button. 00000139890 Denise Messina Training Specialist Il 052812013
00000040705  Dianne Moulder Training Specialist| 08162004
00000027911 Eloisa Torres Human Resources SpecialistV 09/01/11893
00000138709  Frances Delacruz Infarmation Specialist IV 09/01/2012
00000137970 Julian Estrada Office Technician IV 03/01/2012
¥ Select All Clear All *Group Actions Enroll - E0

Manager Self-Service ELM




Enroll Learners

Enroll In Class <§) Return to Previous Page /ﬁ} Learning Home
Class Name Waork Zone Trf Cirl Refresh Type Instructor Led Training
Class Code TRF525 Contact Brian Melcher
The EnroII In ClaSS page 1S dISpIayed' Price Per Seat 394520000 U3D Drop Charge 0.000000USD
Start Date 04/29/2015 End Date 04/29/2015 _
* Review the class information.
Last Enrollment Date — Last Drop Date —
. . Available Seats - Available Waitlist 0
* The page also displays if the learner has a _ _
Language English Duration &Hrs

missing prerequisite for the class.

Missing Required Prerequisites _

e If the learner has a missing prerequisite, you * Work Zone Traffic Control (item)

or

will not be able to enroll. » Work Zone Trf Ctrl Refresh (item)

» If the learner meets the prerequisite, click the =lteanes
“Submit Enrollment” button flame LeameriD  JobTitle Messages

This learner is missing the required
prerequisites.

Frances Delacruz 29711 Information Specialist IV

—

Frances Delacruz must complete the
required prerequisites before enrolling in
this class.

Manager Self-Service ELM



Dual enroliment

Favorites = Main Menu~= > Seff Senice = » Learing = > Find Leating

Be aware that the system ORACLE
allows employee to be

enrolled for classes scheduled Enrllin Class
on the same day.

Review Information

For example, an employee has

been enrolled in DEVI16 0N &y g areayschediet atend contos, apr 20t —
4/7/2015. Employee wants

to enroll in CON105 that is ClassName T Habits ofHionly ERPE0DIER fa et Leg
Training

also scheduled for 4/7/2015. ‘ ClissCode  DEVIIBATL 5800 Contactivelina Armendarz
Price Per Seat 0.0ooono LED Drop Charge 0.000000L3D

An alert message does appear ‘ StartDate 0410772015 End Date 04/09/2015

A Last Enrollment Date - Last Drop Date --

but the.Sub.mlt Eprollment Pvailable Seats 15 Available Waitist 100

button is still available for the Language  English Duration 24 Hrs

employee to continue with the | MRESS g gt aniest o e

enroliment for CON105. PCE personalize | Find | Viewal | BV First ' 1071 % Last Alanta, TX 75551 ol '

PCE TYPE Awarding Body PCE Credit

1

Submit Enrollment _ Find Learming

Manager Self-Service ELM



Drop Learners

Favorites = | Main Menu =
Home Add to Favorites Sign out

ORACLE

R 4

Quick Links & > Manager Quick Links
b

A Welcome

3 . . Q03 .

3. Find Leaming @ Search for Leaming ov | U Team Members
] . . 18] A
";"-'-"-(" MyLeaming Enter a keyword and selectthe Search button to initiate the search. ﬂ@ Team Certifications
ﬁ Certifications ® {:ﬁ] Team Objectives

Aavanced Search E[‘b Team Learning Plans

G.

Learning Objectives

= Pending Approvals oI - A
Learning Plans @ @O Find Team Learning
Q Supplemental Leaming Name Title Price Approve Deny .
Laura Cavazos 7 Habits of Highly EF People® 0UsD v X Team Leaming
. - [&F Waintain Approvals
J Announcements < &y Mo Learning information exists.

No Current Announcements. Team Learning _

To drop your direct reports from a course:

* Click the “Team Learning” link under the Team Learning section.

Manager Self-Service ELM




Drop Learners

. ) ™
Team Leammg Eﬁﬁ Team Members é’ Request New Learning /ﬁLearning Home
Team Member Leaming (!
The Team Learnlng page IS dlSp|ayed. *Search Filter All learning - any status, type or date v For AllLearners v | Go
Team Leamning viewal | B First 4 11200155 ' Last
> Flnd the team mem ber and the Learner Title Type Status Date Action Delete
approprlate course tO be dropped' Elizabeth Buehring Backing Safely Video VTClinstructor Enrolled 08/0472014 Crop
e Click the “Drop" button. Nigel Lewis ELM_TEST4 Instructor Led Training Enrolled  08/07/2014 Drop -
Ty Fontenette ;‘f;?a';ﬁnm'at Instructor Led Training Enrolled  08/0412014 Drap
. . <1mng
* The next page will be displayed
: . Ty Fontenette Backing Safely Video VTCAnstructor Enrolled 08/04/2014 Dro
confirming the learner and the | 9o .
course tO be dl’Opped- Laura Cavazos Wew Employee Orientation  eLeaming/instructor Enrolled 1000972013 Crap
- Laura Cavazos 5 Wk Hwy Mat Engineering | Instructor Led Training Enrolled 031112014 Crop
e Click the “Drop” button.
Elizabeth Buehring ELM_TEST4 Instructor Led Training Enrolled 08/0712014 Crop -
) _ CRAFT-Cust Relat . -
Elizabeth Bughring Feedback Tmg Instructor Led Training Enrolled 08/04/2014 Drop
Laura Cavazos ;E:Elm ingd Coniract Bulk Instructor Led Training Enrolled 0B/0712014 Drop
Laura Cavazos Absence Management Course Planned 0BIO7I2014 Enrall lj[
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Request New Learning

On the Home page, click the
Main Menu link.

Navigate to Self
Service>Learning>Find Learning

OR

Click the Find Learning icon on
your dashboard.

Click the Request New Learning
link.

Favartes~ | Main Menu= > el Senice = » Leaming = > Find Leaming «

ORACLE

Hi

Find Learning » @Hequesmewmammg ﬁLeammg Hume
f

m
Francas Delacnz Basic Search | Advanced Sear GontaitUs

Fiter by Beatth v eyond 0
Location Search Results YiewAl First ¢ 1-150f500 1 Ladl
o Country (1274)
Urited States (37)

/i There were 1755 results found. Only the first 500 will be displayed.

4 Exgand (-] Colpse




. Request New Learning

Existing or Mew Reqguest

‘ * Existing - Use this aption to request a new class for an existing course in the catalog

Course e
° The Request Learning page iS dISplayed Hew - Usethis option to reguest & new course not faund in the catalog
*Category v
* Select Existing if requesting a new class for “Title

an existing course.

Learning Request Preferences

Job Title | Business Analyst WV v

e Enter the appropriate course code or course Priority | Mo Preference v -

title in the Course field or click the Search Delivery Method | Mo Preference v -

button to find the course. Language v

Start Dates From = '

* Enter the Learning Request Preferences o .

where applicable. Days

‘ Monday Tuesday Woednesday Thursday
Friday Saturday Sunday

©® [tisimportant to include the start dates and
faCi/ily in the /’equest_ Times | Mo Preference v -

Reguest Enrolliment
Special Request [\hoalchair Access

* Click the Submit Request when finished. Hearing mpired
er
Vision Impaired
* The Request Learning confirmation page oty '
appears. Instructor @,
Description @
e
Comments g

=)

Submit Reguest



* Navigate to Main
Menu>Reporting
Tools>Query>Query Viewer

e Enter X_in the begins with text
e Some of the queries that are

currently available are the
mandatory training courses.

box and click the Search button.

Call 512-CONNECT to request
query viewer access in ELM.

Manager Self-Service ELM

Favorites = Main Menu~ > Reporing Taols = » Cluery = > Query Viewer

ORACLE

Query Viewer

Enter any infarmation yau have and click Search. Leave fields blank for a list of all values.

"3earch BY [ query Mame

Y| heging with

Search Advanced Search

Search Results

*Folder View |- All Folders -
Cluery
Query Hame
#_LM_BM_CONTRACT_SESSM_LOC
#_LM_DEFEMSM_DRMING_CRSE_DUE
#_LM_EEOQ_COURSES_DUE
#_LM_EMPL_CRS_DATE_LOC
#_LM_EMPL_TRMG
#_LM_ETHICAL_COURSES_DUE

#_LM_REC_RET_COURSES_DUE

#_LW_RTC_SESS_LOC_BY CRS
#_Lh_T025_SESSN_LOCATION
H_LM_TO28_TRMG_DATE

#_LW_TO35_EMPL_TRM_STATLUIS

Description

Cantract Class Locations

Defensive Driving Caurse
Due

EEQ Courses Due

Erpl Trn Status and
Location

Curriculum Completion

Ethical Awarenes Courses
Ciue

Record Retention Courses
Due

Trnng Sesns Sched in
District

Sesszion Location

Trng Status within Date
Range

Erpl Trn Status and
Location

¥

Personalize | Find | Yiew Al I@ | ]

Owner Folder

Puhlic

Fuhlic
Fuhlic
Public

Fyblic
Filhlic
Fublic

Puhlic
Puhblic

Fuhlic

HTRIL
HTRIL
HTRIL
HTRIL
HTRIL
HTRIL

HTRIL

HTRIL
HTRIL
HTRIL

HTRIL

Excel
Exiel
Excel
Excel
Exiel

Exrel

Excel

Exiel
Excel

Excel

Excel

ML
#ML

HML
#ML
#ML
HML
HML

#ML

AL
#ML
HML

#ML

q—

First'4 1-14 af 14 2 Last

Runto Runto Runto
HTML Excel

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

Schedule
Schedule
Schedule

Schedule

Add to
Favorites

Favorite
Favorite
Favorita
Favorite
Favorite

Favarite

Favarite

Favorite
Favarite

Favarite

Favarite
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