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WELCOME TO
SAP TRAINING!
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SAP

» Stands for Systems Applications and Products
» Has many modules including Accounting, Human

Resources, Technology, etc.
» Provides the ability to interact with a common database \
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What will you use SAP for?

» Checking who is assigned to your building

» Viewing your site budget

» Approving time for employees
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Log @n Varisbie Logon.. [ & T 11 [0 B [ ‘:'__':"“’1 |

Harne &  Syctem Description sID
[p ATET OKP OKP 100.67.0.79 oo




Mew password
Client 138 Information
USER INFORMATION
User 130 - PRD Client
PESSWDrd sssssssssssss
USGI’ Language EN

» First Initial
» Middle Initial
» Last Name

Password:
» Initial: welcomel
» Set new password

EY  » ) soo0 v | A237982001




MAIN MENU
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Q| vicdle@e 2K DDON DE 0%
SAP Easy Access
QEF 2 Bwsd va

v BB Favorttes
* 77 ZQHR_MANPOWER - Manpower report
* ¥x PA20 - Display HR Master Data
* ¥ CAPS - Approve Times: Master Data
* ¥ Y_OKD_48000045 - Expendtture Summary by Object
+ @) URL - OKCPS Main Webste
v B3 SAP Menu
> 3 office
> [ Cross-Application Components
23 Logistics
Accounting
Human Resources
Information Systems
Tools
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MAIN MENU

Menu

SAP Easy Access
RE & o d v a

* [ Favorites
= 3¢ ZQHR_MAMPOWER - Manpower report
* ¥ PAZ20 - Display HR Master Data
= ¥ CAPS - Approve Times: Master Data § i ;
* 37 Y_OKD_48000045 - Expenditure Summary by Object i e AT W

» @ URL - OKCPS Main Website . B

t:”" # | SESSION_MAMAGER v | A237972001 | INS =
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SAP Easy Access
RE & bwmd v a

* [ Favorites

. |‘£&’ Z0HR_MANPOWER - Manpower report

Jier

* 3 PA20 - Display HR. Master Data
. ‘i&’ CAPS - Approve Times: Master Data
. ‘i&’ Y_0OKD_48000045 - Expenditure Sumn

* @ URL - OKCPS Main Website
» [3 5AP Menu

LY | SESSION_MANAGER * | A237972001 | INS

Execute: Manpower report
Execute in New Window

Display Documentation
Change Favorites

Delete Favorites

Insert Folder

Insert Transaction

Add Other Objects

Create Shortcut on Desktop
Saved lists

Preview
Start with Selection Screen

A
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SAP Easy Access
RE | &|¥v%wsd|v e

= [ Favorites

3 SAP Men Open Folder

Insert Folder
Insert Transaction
Add Other Objects

LY »» | SESSION_MANAGER v | A237972001 | INS |

A
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SAP Easy Access

RE &Y%l v a
+ [ Favorites
> [ SAP Menu

OKQ(1)/130 Manual Entry of 2 Transaction

Transaction Code TZQHR_MHNPDWER

LY »» | SESSION_MANAGER * | A237972001 | INS
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SAP Easy Access

RE & owméd v 4
v [E5 Favorites

= 37 ZOHR_MANPOWER - Manpower report
3 SAP Menu

vi« le@t e DHhad P90 em

@ Node added to favorites list LY 5 | SESSION_MANAGER v | A237972001 | INS | | 5 | g§°
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Insert the following t-codes:

» ZQHR_MANPOWER
» PA20

» CAPS

» Y_OKD_48000045

R\
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SAP Easy Access
RE & /amsd | v a

v [ Favorites

= 3 ZOHR_MANPOWER - Manpower report

* 37 PA20 - Display HR Master Data

- * CAPS - Approve Times: Master Data

* 37 Y_OKD_48000045 - Expenditure Surnmary by Object]
> [ 5AP Menu

@ Node added to favorites list XY > | SESSION_MANAGER * | A237972001 | INS |

%\




‘I\/IAINTAINING FAVORITES

\‘\

@ | V«H e 28 £NL0 TR W
SAP Easy Access
RE & /amsd | v a

v [ Favorites

= 3 ZOHR_MANPOWER - Manpower report

* 37 PA20 - Display HR Master Data

- * CAPS - Approve Times: Master Data

* 37 Y_OKD_48000045 - Expenditure Surnmary by Object]
> [ 5AP Menu

@ Node added to favorites list XY > | SESSION_MANAGER * | A237972001 | INS |
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MAINTAINING FAVORITES
[ s e e e

@ | J«HIe@e 2@ DNOD TR 0=

SAP Easy Access
RE & /amsd | v a

v [ Favorites
= 3 ZOHR_MANPOWER - Manpower report
5.7 PA20 - Display HR Master Data :
- * CAPS - Approve Times: Maste Execute: Display HR Master Data
= 37 Y_OKD_48000045 - Expendity
» [ 5AP Menu

Execute in Mew Window

Display Documentation

Change Favorites

Delete Favorites

Insert Folder

Insert Transaction

Add Other Objects

Create Shortcut on Desktop

EIXY > | SESSION_MANAGER v | A237972001 | INS | | o | f'




MAINTAINING FAVORITES

V] v| « @02kt Hhash F0 @

SAP Easy Access
RE & owsd | v -

v [ Favorites
= 3 ZOHR_MANPOWER - Manpower report
57 PA20 - Display HR Master Data|
- 1‘? CAPS - Approve Times: Master Data
* 37 Y_OKD_48000045 - Expenditure Summary by Object
> [ 5AP Menu

| Display Employee Data
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SAP Easy Access
RE & /amsd | v a

v [ Favorites

= 3 ZOHR_MANPOWER - Manpower report

- 17 PA20 - Display Employee Data]

- * CAPS - Approve Times: Master Data

* 37 Y_OKD_48000045 - Expenditure Summary by Object
> [ 5AP Menu

® Node changed XY > | SESSION_MANAGER * | A237972001 | INS |
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MANPOWER
REPORT

@ = +J«Hege chnint o [HP eom

Manpower report
& o

Objects

Plan version

@1 Current plan

Object type

Position

w

Object ID

Search Term

Object status

1] Active

Reporting period

(=]

Data status

=

Set structure conditions

« Today
Current month
Current Year

Additional selections

All
Past
Future

Key date

Other period

Key Date

@3/@7/2017

| OCAS OPU

OCAS Fund

Function

Job Class

Program

Subject

11

Function / Job Class

Personnel Sub Area

Teacher Certification Number
+/ With Header

to

to

to

to

to

to
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PA20

Display HR Master Data

L
| EIIEI | Personnel no. . =n.lastname.firstname Llﬂ
Find by

~ &2 Person

* (il Collective search help
- (i) Search Term

* (i) Free search HR Other Infotypes | Workshop | Benefits | Time Mana... [[| L =]
_____ Infotype text 5. Pariod

Actions = « Period
Personal Data > From To
Organizational Assignment Today Curr.week
Addresses Al Current month
Planned Working Time From curr.date Last week
Basic Pay To Current Date Last month
Bank Detais Current Period Current Year
Date Specifications o |@ Choose
Absence Quotas w

Direct selection

Infotype STy

VN U




PA20
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PO S0 o

Display HR Master Data

S b

(&= P [F][2]
Find by

v 88 Person

- (il Collective search help
+ (i Search Term
- (i Free search

Personnel no. |21942] [
Mame Mr David - Trieu
EE group 1 Reg FT Benefits Pers.area @48 | Central Office
EE subgroup 41 CO Adm Subarea 15  12MYR24824
HR Other Infotypes | Workshop | Benefts | Time Mana... | > B
Infotype text 5. Period
Actions o ~ « Period
Personal Data ¥ ¥ From To
.Drgantional Assignment "4 Taday curr.week
Addresses W All Current month
Planned Working Time L4 From curr.date Last week
Basic Pay To Current Date Last month
Bank Details Current Period Current Year
Date Specifications W . |@ e
Absence Quotas w
Direct selection
Infotype Organizational Assignment STy

N U




PA20

Display Organizational Assignment (0001)
a [3 ‘@ 0Org Structure
|<::I || =5 || |?--€: | @ ||ﬁ | Personnel Mo 21942 Name Mr David - Trieu
Find by EE group 1 RegFT Benefits ~ Personnelar @48 Central Office
~ Ze Person EE subgroup 41 CO Adm Pers. subare |15 12MYR24824
- (b Colective search help Start 16/18/2016 to 12/31/9999 Chng 18/85,/2016 AJSTROLLE

- (il Search Term
- (i} Free search

Enterprise structure

CoCode
Pers.area

Cost Ctr

Ie82  Okkhoma Ciy ISD #89 Leqg.person
848 Central Office Subarea 15 12MYR24824
8411060 Emp RelGF-Moncat  Bus. Area 11 General Fund

Personnel structure

EE group

1 Reg FT Benefits

EE subgroup 41 CO Adm

Organizational plan

Payr.area sC Semi-Mo: Concurrent
Contract hd

Admninistrator

Percentage
Position

lob key

Org. Unit

Orag.key

168 .88
58818378  SAP Analyst
SAP Business Analyst
@eees3zoe 2511109
Non-Certified Manager
:_aeemgql [3|oooo00s4
Human Resources
248 eaas4lloas

Persadmin | P@1| Payroll administrato
Time
Payradmin | P@1| Payroll administrato
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MANPOWER
REPORT

@ = +J«Hege chnint o [HP eom

Manpower report
& o

Objects

Plan version

@1 Current plan

Object type

Position

w

Object ID

Search Term

Object status

1] Active

Reporting period

(=]

Data status

=

Set structure conditions

« Today
Current month
Current Year

Additional selections

All
Past
Future

Key date

Other period

Key Date

@3/@7/2017

| OCAS OPU

OCAS Fund

Function

Job Class

Program

Subject

11

Function / Job Class

Personnel Sub Area

Teacher Certification Number
+/ With Header

to

to

to

to

to

to

EREEjE
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OKQ(1)/130 Manpower report
/] v« A SHAR HTHLD TR =
Manpower report
RESFTF E ATBTR BHER EH K4 PrH
B3/07/2017 ©4:28:45

Oklahoma City Public Schools
Manpower Report

Fund: 11888 - GF-Meon Categorical / 21888 - BF-Non Categor / 22385 - CNS-Child Mutrition
Fund Center: @84
Key Date: 83/87/2817
Position|Position Description Cost Ctr|Order |¥ Dist FTE |Site FTE|EEGrp|EE Group ESgrp|Mame of EE subgrp (Pers.No.|Employee Name Senior.
3@98| Human Resources Temp 3411068 1lee.20 |lee.0e 1.0@ (6 Sub wo Benefits|51 Classified EE(n/ex) 6542|Ms Cindy K Price e9/16/28
5116\ HR Executive Secretary III 8411068 lee.ee |1ee.ee 1.00 (1 Reg FT Benefits|48 Prof Tech(n/ex) 595|Ms Teresa L Sneed @9/12/19
5618 HR Manager - Benefits 34116088 lee.ee |1ee.ee l.ee |1 Reg FT Benefits|47 Prof Tech 21912|Ms Kathleen - Underwood 89/19/28
6163 HR Benefits Specialist 34116080 186.00 (160.80 l.88 (1 Reg FT Benefits |48 Prof Tech(n/ex) Vacant since date @9/@81/2016
5eee1e77| Compensation Specialist 8411068 1g0.60 |lee.8e 1.ee (1 Reg FT Benefits|43 Prof Tech(n/ex) 19752|Ms Rachelle A Lagunes 29/16/28
58e82326| HR Employee Engagement Administrator 8411868 180.60 |lee.88 1.88 (1 Reg FT Benefits|48 Cert CO Adm 17924|Ms Jessica ¥ Russell 12/83/28
Seee2431|Director of Compensation/Benefits 8411088 lee.ge |lee.ee l.ee (1 Reg FT Benefits|41 CO Adm 21@39|Ms Stephanie - Webb es/27/2e
58882435| Benefits Specialist 3411608 lee.ee |1ee.ee l.ee |1 Reg FT Benefits|43 Prof Tech(n/ex) 18827 |Mr Samuel - Garcia 81/28/28
58883726/ HR Manager - Compensation 34116080 186.00 (160.80 l.88 (1 Reg FT Benefits|41 CO Adm 21245|Ms Linda K Marsh 11/16/28
5@ee38083| Employee Engagement Generalist 341106008 1g@.60 |l1ee.28 1.8e (1 Reg FT Benefits|47 Prof Tech 21482|Ms Ta'Chelle - Jones @2/15/2@
5084487 Director of Employee Relations 8411068 1g0.60 |lee.8e 1.ee (1 Reg FT Benefits|41 CO Adm 14672|Ms Carolyn J Gray e8/17/2e
5@e87974| Employee Engagement Generalist 34110688 1e@.20 |188.88 1.06 (1 Reg FT Benefits|47 Prof Tech 22886|Ms Elgina R Sadberry 12/12/28
S5@eees551( HRIS Specialist 8411068 lee.ee |1ee.ee 1.00 (1 Reg FT Benefits|48 Prof Tech(n/ex) 21521|Mr Austin J strolle @3/23/28
5@883553| HR Manager of Employee Engagement 34116088 lee.ee |1ee.ee l.ee |1 Reg FT Benefits|41 CO Adm 21211|Ms Dana N Leach 1e/19/28
588838554| HRIS Specialist 34116080 196.00 (160.80 1.8 (1 Reg FT Benefits |43 Prof Tech(n/ex) 17655|Ms Carcline F Hunt e9/e4/208
5@ees555| Compensation Analyst 8411068 1g0.60 |lee.8e 1.ee (1 Reg FT Benefits|47 Prof Tech 21231|Ms Cassandra A Marlar 11/e3/2e
5@e88557| Employee Engagement Generalist 8411868 180.60 |lee.88 1.88 (1 Reg FT Benefits|41 CO Adm Vacant since date 88/16/2816
S@ees588| Director Risk Management 3411068 1lee.20 |lee.0e 1.0@ (1 Reg FT Benefits|41 CO Adm 19134|Ms Cynthia A Hays 82/27/28
58889133 | Chief Human Resource Officer 3411608 lee.ee |1ee.ee l.ee |1 Reg FT Benefits|41 CO Adm 28227|Ms Janis F Perrault 81/13/2@
588089187 | Workers Compensation Specialist 34116080 186.00 (160.80 l.88 (1 Reg FT Benefits |43 Prof Tech(n/ex) 21988|Ms Alejandra M Alvizo 11/21/28
58889288 HRIS Manager s411888 166.26 | 186.88 l.ae (1 Reg FT Benefits|41 CO Adm 4268|Ms Laurie A Coleman 12/84/19
5@ee9294| Organizational Development Administrator|B8411088 180.60 |l1lee.8e 1.0@ |1 Reg FT Benefits|47 Prof Tech 19365|Ms Dale Ann - Slaughter a7/14/28
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@ | V«H e 28 £NL0 TR W
SAP Easy Access
RE & /amsd | v a

v [ Favorites
= 3 ZOHR_MANPOWER - Manpower report
* 37 PA20 - Display HR Master Data
- * CAPS - Approve Times: Master Data

» 3 sAP Menu

@ Node added to favorites list XY > | SESSION_MANAGER * | A237972001 | INS |
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BUDGET
REPORT
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Expenditure Summary by Object (Annual Budget)

& [0

Selection criteria

Fiscal year
Period for Assigned amount

Cost center
OR

Fund

Fund center
Object

Object surnmarization level

show detail by FM fund

Type of budget and expenditures to be displayed

2817

[os4CT]

to

to

to

to
to

EIEIENEY

Both ¢/f and current
Only ¢/f budget and expenses
» Only current budget and exps

Display Option

Enable ALV Grid Display
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Expenditure Summary by Object (Annual Budget)

Company : Iesg Oklahoma City ISD #89 @3/e7/2017
Program Id : ZPFIR@1@ EXP_SUMMARY_OBJECT Summary by Object (Annual Budget) @4:36:41
Requested By : SAPDEC16 1
Fund Center (OPU) @84
to @89 of 2817 (only Current, no C/F)
1-digit Object and Description Accounts Payments Other Total
Encumbrance Payable Issued Transactions Assigned % Used
Ixx PERSONNEL SVCS5-SALARIES a.ee . Ba 93 a.ee 387,388.22 a.ee 1,512,911.15 99.82
2xx PERSONNEL 3VC EMPLY BEN 8,00 .88 89 8,00 296,3585.52 374.80 48@,566.21 118.99
3xx  CONTRACTED SERVICES @.ae e 77 @.ae 139,887.32 @.ae 194,757.89 92.45
4xx  PURCHASE PROPERTY SERVICES @.ee . Ba . Ba @.ee 1,853.88 @.ee 1,853.88 33.92
Sxx  OTHER PURCHASED SERVICES a.ee .99 64 29,608, 88 3,576.36 a.ee 44 ,894.99 9. ea
6xx  Supplies 8,00 .88 99 8,00 4,988.38 8,00 5,412.37 89.57
8xx OTHER OBJECTS @.ae e e @.ae 475,88 @.ae 4, laa. 68 2.64
EXP TOTAL EXPENSES @.ee Nl Nl @.ee @.ee @.ee @.08 n/a
** Total for OCAS Fund 11 General Fund a. e 957,688.22 29,608,080 1,254,665.88 374.88 2,243,694.89 94.76
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SAP Easy Access
RE & /amsd | v a

v [ Favorites
= 3 ZOHR_MANPOWER - Manpower report
* 37 PA20 - Display HR Master Data
- * CAPS - Approve Times: Master Data

» 3 sAP Menu

@ Node added to favorites list XY > | SESSION_MANAGER * | A237972001 | INS |

%\
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Time Sheet: Approve Times (Selection by Master Data)
@ [ [1] )5

CAPS

Period
Today Current month Current year
Up to today From today

« Other period

Period 83/01/2017 To

Selection

Personnel Number

Employment status

Employee group

Employee subgroup

Organization key

Payroll area

Controling area

Cost center
IDrgantionaI unit
Supervisor area
Administrator group
Time recording administrator
Administrator group: time
Options
Display released data
« Display all days and pers. nos
+/| Send notification of rejection I

e =
i1
R Y A A A A Y Y
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General Hierarchy Display

O F B & = "5 @ Eune & subtree

CA P S Approval run of e3/e7/2017
B persons of  ©3/01/2017 - @3/07/2817

—0E @ee@ss46 Mr Theodore L Ross & = .00 ® 40.00 N
—E @ep@as9s Ms Teresa L Sneed & oom 2.58 = 2.58 ® as.60 N
—0E eeea4200 Ms Laurie A Coleman & ocE 8.00 = 8.80 B as.ee ¥
—E @e814672 Ms Carolyn 1 Gray Y = .00 ® 40.00 N
—E ee816148 Ms Anne M Swan & CCE  24.60 = 24.00 B as.ee ¥
—0E @ee17655 Ms Caroline F Hunt & CCm 2.58 = 2.50 B as.ee ¥
—0E @@@17924 Ms Jessica Y Russell & = .00 ® 40.00 N
—0E @ee18027 Mr Samuel - Garcia & = 0.00 B as.ee ¥
—00 @@@19134 Ms Cynthia A Hays & = .00 ® 40.00 N
—00 @@@19365 Ms Dale Ann - Slaugh & = .00 ® 40.00 N
—020 @@@19752 Ms Rachelle A Lagune & = .80 o .80
—0E 8ee28227 Ms Janis F Perrault & = .00 ® 40.00 N
—00 @@e21838 Ms Stephanie - Webb & = .00 ® 40.00 N
—0E 88821211 Ms Dana N Leach & = .00 ® 16.00 X
—0E 8@@21231 Ms Cassandra A Marla & = .00 B  as.ee K
—0E 8@@21245 Ms Linda K Marsh & = .00 ® 24.00 X
—0E 8@@21482 Ms Ta'Chelle - Jones & = .00 ® 40.00 N
—0E 88821521 Mr Austin J Strolle & CCm 2.58 = 2.50 B  as.ee K
—0 @@@21566 Mr Shane R Keenan & = .00 ® 40.00 N
0 @@821911 Ms Amy - Kessler & = .00 ® 40.00 N
—0E 88821912 Ms Kathleen - Underw & = .00 ® 40.00 N
—00 @@821914 Ms Engrid M Berry & = .00 ® 40.00 N
—0E 88821942 Mr David - Trieu & = .00 ® 40.00 N
—0E 8@@21967 Ms Sharen E Conatser & = .00 ® 40.00 N
—00 @@p220@86 Ms Elgina R Sadberry & = .00 ® 40.00 N
—00 @@@22882 Ms Shayna A Rivera 4 = .80 ® a4as.00 X
—0E 8822896 Ms Jane E Pierce & = .00 ® 40.00 N
02 @@822111 Ms Tasia D Morgan & = .80 ® a4as.00 X
—00 @@e22138 Ms Takeisha - Canady & = .80 ® a4as.00 X

’
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CAPS

List  Edit Goto  Setfings
(V] vi«H @@® =f HE | @
General Hierarchy Display
e v BEASTEETE M Mchoose [Msave 85 5h &
@ Exception Pers.No. Empl./appl.Name Date Hours Send. CCtr ActTyp Rec. ccer™ A type AttAbsTxE  Name Changed by Last change
. CCE 505 Ms Teresa L Sneed  03/02/2017  2.50 2040 Bonus Time Approved JFPERRAULT 03/06/2017
OO 4200 Ms Laurie A Colerman 03/01/2017  8.00 o010 Vacation Approved JFPERRAULT 03/06/2017
OCE 16140 Ms Anne M Swan 03/01/2017  8.00 o010 Vacation Approved JFPERRAULT 03/06/2017
CCE 16140 Ms Anne M Swan 03/02/2017  8.00 o010 Vacation Approved JFPERRAULT 03/06/2017
OCE 16140 Ms Anne M Swan 03/032/2017  8.00 oo1n Vacation Approved JFPERRAULT 03/06/2017
CCE 17855 Ms Caroline F Hunt  03/02/2017  2.50 2040 Bonus Time Approved JFPERRAULT 03/06/2017
OCE 21521 Mr Austin 1 Strolle  03/02/2017  2.50 2040 Bonus Time Approved JFPERRAULT 03/06/2017
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What is the common factor?

Your School Site f¢

(Org. Unit = OPU = Fund Center)
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THANKS! ()

Any questions?

You can find me at
» & dtrieu@okcps.org
» & 7-8462
» & Central Office, Room 300 \\\



mailto:dtrieu@okcps.org

