
��� 娛Ĩド  

 

ú⦒äĨ扮㋇� �OPERATING MANUAL 

弻þĨ㗥⡜Ĩ ąøîᗐ�� �Cleantouch Accounts XP 2010 
⨽Ĩᠣ㲢Ĩú啬Ĩ啵ĨėþîäìäĨĨ垎Ĩ乾Ĩ⸞Ĩ懓㟣Ĩ婨䰮ïĨ啵Ĩü㨾ຩĨ嵗Ĩå卺Ĩ⸞Ĩû嗚Ĩ㺸ĨĨኸĨ愺äĨ嚏á㥃äĨ ǍŠ

ǗƷǔƹǎƶŐķĨ弻þĨ㗥⡜Ĩî㕽Ĩą恗ïĨþĨ
ĨĨ㞺þĨ寄Ĩ啵ĨėþîäìäĨ⸞ĨᳮĨ嵉Ĩ安îĨìṎ吴Ĩç嗚凫äĨ㺸Ĩ㔳Ĩç㞑þäĨĨ⸞ĨᳮĨ嵉Ĩ庆äîĨ࿀Ĩî㊓Ĩ㺸Ĩå㥶Ĩå╔Ĩ很äĨ䬴ٵƬǎ ƸĽŎǎ ƶĹ

㷨ĨⓀĨ㳉îĨ塴亻Ĩ㱾Ĩė技ᑌĨᔊĨûᝯĨîþäĨ䬊Ĩę庠᱑Ĩ㥃Ĩ㒃婧Ĩ㷨Ĩû㥃Ĩ䰍äþĨ嬸峤Ĩ啵ĨėþîäìäĨ乾Ĩ㺸Ĩü㨾ຩĨ嬸Ĩ屨Ĩ嵗Ĩ宅îĨ廫㞑Ĩ㹓ĨⴣĨ
ĨøエĨᦷîᄯîĨûᝯĨęþĨ啵ĨᳮĨ⬍㨱Ĩúþ㯾Ĩ㱾Ĩ Ĩç徉îþㆈĨ㷨ĨěîäìäĨĚî܉þî㥃Ĩ೧Ĩ㩴ĨṎĨ Ĩ㷧ĨîᣳĨ弻þĨ㗥⡜Ĩ嚡á㥃äĨ悎äĨ㷥Ĩ很峤

äĨ愡äĨìäîäĨⴣäĨ弻þĨ㗥⡜Ĩ抁ĨîþäĨ嵉Ĩᥢ㨱ĨîᣳĨú啬ĨीĨ㺸Ĩ也Ĩė䄏Ĩ厀Ĩ⸞Ĩ懓㟣ĨîþìĨṎĨ很᱑峤ĨîᣳĨ啵ĨïĨ㨗Ĩ࿀Ĩ嬸㨱ĨĚ嚕Ĩě
ïĨ Ĩ㹼Ĩ嬸㨱ĨîᣳĨďîᄯîĨ嚡á㥃äĨîणĨ啵Ĩ㮏Ĩ垎Ĩðþ⨭Ĩ徉Ĩ㰤ĨÛ妉恕ᦵĨ೧Ĩ㩴Ĩ弻þĨ㗥⡜Ĩ抁Ĩ Ĩ嵉Ĩ剙Ĩ啵ĨĚ㨲Ĩ愡äĨ㷨Ĩ恗

äì人Ĩ㷨Ĩ弻þĨ㗥⡜ĨðäĨ䵧ĨĨ嵉Ĩ⫎㨱Ĩ ǔƼǎ ƹ
ǗƶǔƹǎƶŬĨ嚏á㥃äĨĨ创Ĩ㥃ĨĨěîäìäĨᄭäĨĨĐßĨ啵ĨðäĨç܉Ĩò⛪Ĩ㷨Ĩ弻þĨ㗥⡜ĨðäĨĨ嵗Ĩ⫈ßĨúٱĴƌŰǖ ƷƛĨĨ⸞

ðäĨęþ㏵Ĩ⬍äĜ峤Ĩ㥃Ĩ奏äĨþĨç᱑ä✭äĨÛ᭛îຩÛĨÛĨ㹅Ĩ嚏á㥃ĨęþĨ嵗‹Ĩ嵉Ĩ⫎㨱Ĩ ǔƼǎ ƹ
ǗƶǔƹǎƶŬĨ䭉Ĩ㥃Ĩ嚏á㥃äĨĨ徉Ĩ᭛îຩĨ೧Ĩ㩴ĨᄣäĨĐßĨ⡜Ĩ弻þĨ㗥

Ĩ⸞Ĩ恕ጎĨ愡äĨ೧Ĩ㺸Ĩ》ĨศĨþĨĨศĨ廝äᦵĨ ǗƮǔ ƸǎƹŮ
ǗƷǎ ƹǗƶƛäĨ奏äĨÛ ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛäĨ徕äĨ悌îĨÛďáßĨ嚏࿀Ĩ㺸Ĩ⅁áäþĨÛĨ ĄǌĨ㹅Ĩ憿ĒĨĐßĨ⸞
⡜Ĩ抁Ĩ塴ĨጦĨ㺸Ĩï㜱ĨûᝯĨüäĨĨ嵉Ĩ⫎㨱ĨîᣳĨ啵Ĩė匹ĨďîᄯäĨ屨äĨ㷥Ĩęþ㏵Ĩ⬍äĨ嵉Ĩ⫎Ĩú够ĨďáßĨ嚏࿀Ĩ㺸ĨᚪĨ恕ጎĨě⨭þìĨ㗥

ĨĜ嵉Ĩ剙Ĩ啬Ĩ᥉Ĩᨋ Ĩᩝ啵Ĩ弻þĨ㗥⡜ĨðäĜ嵗Ĩ剙ⓥĨ㥃Ĩçㄺ❴Ĩ屨äĨઃĨ卬Ĩę府㖵Ĩ ĨøエĨ婨Ĩ㹼ĨĨěĨîäìäĨ೧Ĩ㩴Ĩ弻þFILE, 2- 
REPORTS, 3- SYS. UTILITIES 1��Ĩ㩴Ĩ啬Ĩä⨭þìĨ嵗Ĩò亍Ĩ㹼Ĩ妉㜳ĨṎĨ嵗Ĩ㥃Ĩ廝㖵Ĩ啬ĨᄵĨ⸞Ĩ⡞Ĩ啵Ĩï啬Ĩüä

ĨᩆîᄯîĨ㷨Ĩ㟮Ĩ೧ĨĨ㺸Ĩ弻þĨ㗥⡜Ĩ࿀Ĩ嬸äþ㨱Ĩ᳸îĨ㱾Ĩ弻þĨ㗥⡜ĨðäĜĨ嵗ĨŲǗ ƷŐǎ ƶ
Ǘ Ʊ技Ĩ ïĨ îï技Ĩ啬Ĩ äᤗĨîþäĨ嵗Ĩò亍Ĩ㹼Ĩ慭ì

㹼Ĩ嬸峤ĨüäĨĖ䪫 Ĩ啵Ĩ弻þĨ㗥⡜Ĩ嵗ĨᎹßĨä峤Ĩ䞻ĨėĔîþĨĒ᳸îĨú࣪ Ĩû嗚㥃Ĩ㮏Ĩ䬉äþĨ嬸äþ㨱Ĩ᳸îĨ࿀Ĩ Ĩ ٶ Ǘ ǎԇ Ĩ㺸ĨďîᄯîĨ寄ĨîþäÛ垈þä㽻Ĩ
î㊓ĨĚìĨĒîþĨðຩ���Ĩ嵗Ĩ㗥⡜ĜĨ嵗ĨᎹ峤Ĩò亍Ĩ㹼Ĩ⨽Ĩ愡äĨ㩴ĨṎĨ嵗Ĩᣲ峤Ĩ࿀Ĩ找ìĨĒ㱾ĨჃĨ悡᳸îĨĨ嵗Ĩ⫈᱑Ĩ㷩Ĩ憗ᏆĨᴍĨ

Ĝ嵉Ĩ憗íĨéîìĨ崨Ĩ创Ĩ㷨Ĩ嬸㨱Ĩ志࿀þäĨ⫦äĨीĨ㺸Ĩ嬸㨱Ĩ恗ᒌĨçㄺ❴Ĩę⑹Ĩę⑹Ĩ㷨Ĩ弻þ 
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嚏á㥃ä�幥ᥴ�� �Account Types 
㩈Ĩ乾ĨΉĨ姽峤Ĩ嬸૾ Ĩ Ĩ廫ᥴĨüþĨ⸞Ĩô┢äĨ ĭٶ Ǘ ǎԇ Ĩ㺸Ĩ嚏á㥃äĨûᝯĨᄭäĨဵßĨ啵ĨᳮĨ嵗Ĩûî㖵ĨᄷĨ㷨Ĩ啬ĨᄸĨ㺸Ĩ弻þĨ㗥⡜Ĩ抁ĨėᯬîຩĨ

Ĩ嚏á㥃äĨ ٶ Ǘ ǎԇ Ĩ㹼A/c ReceivableĨ ٶ Ǘ ǎԇĨ㹼Ĩç᱑ä✭äĨ乾Ĩê㈲ĨⴣäĨ嵗ExpensesĨĨ嵗Ĩ奏äĨ ٶ Ǘ ǎԇĨ㹼Ĩ ٳ ǔǁůļ
ǔưäĨ㹼Ĩ㟮Ĩ乾Ĩ嵗

乾㑈Ĩ悎þĨ嵗ĨƘ
Ǘ ƹǎƶơǎ ƲäĨ ٶ Ǘ ǎԇ Ĩ㹼Ĩėᰳ᯳äĨ乾Ĩê㈲ĨⴣäĨ嵗Ĩᳬî‹Ĩ ٶ Ǘ ǎԇ Ĩ㹼Ĩᳬî‹ĨĨ㺸Ĩ㟮Ĩ乾Ĩ嵗ĨํĨ ٶ Ǘ ǎԇ Ĩ啓Ĩ㹼Ĩ嚏á㥃äĨĨĨ䰮

峭Ĩ㭸ĨçîþㆈĨ㷨Ĩ嬸૾ ĨဵßĨ⮐äĨ嵉Ĩᥢ᱑Ĩ很ìĨ㨱 Ĩ૾啵Ĩ弻þĨ㗥⡜ĨĨ嚏á㥃äĨîþäĨ ٶ Ǘ ǎԇ Ĩò⛪Ĩ⊠Ĩ奡㺮Ĩᣲ峤Ĩ媎ĨçîþㆈĨ㷨Ĩ嬸૾ Ĩ ٶ Ǘ ǎԇĨ࿁Ĩ
Ĩ⸞Ĩû嗚Ĩ㺸Ĩ幥ᥴĨ䡴㥃ĨᄵĨ⸞Ĩ⡞Ĩ啵Ĩûî㖵ĨðäĨ㲁Ĩ嵗Ĩ憗íĨéîìĨ愒㈲Ĩ⫆äĨ承㨱Ĩ妉㜳ĨêٳǁƅơĹĨ啵ĨðäĨ㞺þĨ㺸ĨçîþㆈĨ䮵 Ĩ䅎 Ĩě

ĨĨ䵧Ĩ嵗Ĩû嗚Ĩ㥃Ĩ ٶ Ǘ ǎԇ Ĩìä亾 Ĩ⸞ĨᳮĨ嵗Ĩå卺A/c ReceivableĨĨ嗚㨱Ĩ⮦Ĩ媻Ĩ㷨Ĩ ٶ Ǘ ǎԇ ĨðäĨìä亾 Ĩ⸞ĨᳮĨ嵗ĨĚ㽻ٱ Ǘ ǎՅ Ĩ䡴㥃Ĩ䆨äþĨीĨ⬍ä
ศĨ抁Ĩ徉ßĨ㲁 Ĩ嵗Ĩ䡴㥃Ĩ䰍äþĨीĨ⬍äĨ嵗Ĩ⸞Ĩð䪫 Ĩ戴äĨ㗥þ࿀ĨᗻĨ⫆äĨ徉Ĩ嵗ĨŲǗ ƷŐǌ ƶ

ǘƱ䆨ĨÛ嵗ĨƘ
Ǘ ƹǎƶơǎ ƲäĨ ٶ Ǘ ǎԇ Ĩ抁Ĩîþä峤ĨĨ࿀Ĩ庝⡜Ĩ㨵 Ĩ啵Ĩ》Ĩ

㽻äĨ啵ĨတßĨ䰍äþĨीĨ⬍äĨ峤ĨĨ࿀Ĩ娛Ĩ㨵 Ĩ啵ĨďáßĨ嚏࿀Ĩ㺸Ĩ》ĨศĨ ٶ Ǘ ǎԇ Ĩ抁Ĩ㲁 Ĩìä亾 Ĩ⸞ĨðäĨ嵗Ĩ戇ìĨ娛Ĩ憗ⵙĨ愡äĨဵßĨ啵Ĩ
þĨ徕ä悌îĨ嚏á㥃äĨĨ㷨Ĩ ٶ Ǘ ǎԇĨ啵ĨďîᄯîĨဵßĨ⸞Ĩ嬸䟣Ĩ⒆Ĩ࿀ĨတßĨðäĨ惠Ĩ Ĩ嵗Ĩ㥃Ĩ妉庠ٱĴŮǎƷ

ǔƹǎƶŬĨ ٶ Ǘ ǎԇ Ĩ䡴㥃Ĩ㾨äĨ承ìĨ䟣Ĩ⒆ ĨᠢĨ峤Ĩ ٶ Ǘ ǎԇĨ徕äĨ
Ĩ㱾Ĩٶ Ǘ ǎԇĨðäĨê㈲ĨðäĨ㻠Ĩěì㨱ĨďîĨ䓉SaveĨěĨ㨱Ĩ㜳Ĩê㈲ ĨⴣäĨ䞠܉Ĩ೧Ĩٶ Ǘ ǎԇĨ憇ìĨ䯼㨱Ĩõ为Ĩ⸞Ĩފ 
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嚏á㥃ä�⥼䰮�廝㖵��� �Accounts Master File 
㪣垌äᦵĨ㷨Ĩę亾ïþîĨှßĨ⩬äþĨḙĨ姽峤Ĩ嬸૾ Ĩ廫ᥴĨ Ĩᩝ廫ᥴĨ嚏á㥃äĨûĨᝯĨęþĨဵßĨ啵ĨᳮĨ嵗Ĩûî㖵ĨĚ⨭þìĨ㷨Ĩ啬Ĩ㺸Ĩ弻þĨ㗥⡜Ĩ抁ĨᎹ峤Ĩ⸞Ĩ
ßĨ䞠܉Ĩ愒㈲Ĩ㥃Ĩ嬸㨱Ĩ妉㜳Ĩ嵉Ĩ嬸㨱Ĩ㜳Ĩ嚏á㥃äĨĚîþㆈĨᄭäĨĨ⸞Ĩô┢äĨĚĨဵßĨ啵ĨᳮĨ嵗Ĩûî㖵Ĩ屨äĨ愡äĨ㷨Ĩ弻㗯⡜Ĩ抁Ĩ嵗Ĩ嵗Ĩü⡜
嚏á㥃äĨ㥃Ĩ᭛îຩĨ徕ä悌îĨᄣäĨဵßĨîĨ㊓Ĩ㺸Ĩú䵠 ĨΉĨ嵗Ĩ嗚㨱Ĩ⮦Ĩ㱾Ĩ幥ᥴĨðäĨ嵗Ĩ嗚 Ĩ૾嚏á㥃äĨ㥃Ĩ幥ᥴĨᳮĨᄸ Ĩ⸞Ĩ⡞ĨဵßĨ㲁Ĩ志㨱Ĩ

Ĩ惠Ĩ幥ᥴĨ》ĨศĨ⸞Ĩ䡴㥃Ĩᄸ Ĩ㺸Ĩûî㖵Ĩᄸ Ĩ⸞Ĩ⡞ĨĐßĨᠢĨ峤Ĩ嗚㨱A/c ReceivableĨĨศĨᄭßĨṎĨ嵉Ĩ ǔٳ Ǎ
ǘ
ҜᥴĨ峭þĨ抁Ĩ承㨱Ĩ⮦

ĨΉĨ Ĩ㻠峤Ĩ志ḏĨᩝßĨĒ㱾Ĩ抁Ĩ徃૾ ĨĒ㱾Ĩ愡äĨ㹼Ĩ᭛îຩĨीĨ㺸Ĩ嬸㨱Ĩ⮦Ĩ幥ᥴĨ ä䪾Ĩ嵉Ĩ㷨Ĩõ为Ĩ啵Ĩ⥼䰮Ĩ》������ĨĨीĨ⬍äĨåä
ĨΉĨ䟑Ĩû嗚Ĩ㮏Ĩ徉Ĩû嗚Ĩ㥃Ĩ᭛îຩĨðäĨ啵Ĩ䡴㥃Ĩ㺸Ĩတ⫑ĒRizwanArif(Cleantouch Software��Ĩ⊠Ĩ啵Ĩ䡴㥃Ĩ䰍äþĨीĨ⬍ä

㗥⡜Ĩ㨱Ĩ܉ìĨފĨ㥃Ĩþ⸐ Ĩ Ĩ㱾Ĩ嚏á㥃äĨðäĨê㈲ĨðäĨę㖓þĨศĨ徕ä悌îĨᄛþäĨÛ娛Ĩü㜌Ĩᯇ ĨÛ恛î恕äĨΉĨ嵉Ĩ䅍Ĩ很ìĨ䣢㥃Ĩ
ǔ Ǖ ǍѲþäĨ弻þĨ

⸐ĨĨ䯼㨱Ĩþ܉ĨṏîĨ卬Ĩ೧Ĩ嚏á㥃äĨ㺸Ĩ幥ᥴĨ憇ìĨþĨėᯬîຩĨ憇ìĨीĨ慽Ĩê㈲ĨⴣäĨ䞠܉ Ĩ啵Ĩ弻þĨ㗥⡜Ĩ⸞ĨފĨ ٵ ǎ
ǘ
ψĨîþäĨ徃૾ Ĩ Ĩ⸞Ĩ感㈲ Ĩ䆨

Ĝ䯼㨱Ĩõ为Ĩ啵 
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㹅�þ�⒆�䬉ㄯþ�⥼䰮�廝㖵�� �Receipt Voucher 
‹Ĩ峤Ĩ弥峤ĨúㄯþĨ⸞Ĩ庾äîí ĨîþäĨ㩴Ĩ徉Ĩ᭛îຩĨ忚ĒĨ㩴ĨṎĨ嵉Ĩ⫎㨱ĨĚ嚕äĨ㷨Ĩė䯽ㄯþĨûᝯĨüäĨĐßĨ啵Ĩûî㖵ĨĚᤗĨðäĨ㷨啬Ĩ㺸Ĩ廝㖵ĨęþĨ嵗

㹅ĨĨ㨱᱑Ĩ啵ĨတßĨ愡äĨðäĨĚ嚕äĨ㷨Ĩė婧þìĨ啵ĨçîㄯĨ㷨Ĩ⒆Ĩ徉Ĩ峤Ĩ啵ĨçîㄯĨ㷨Ĩ㹅��Ĩ嵉Ĩ⫎㨱Ĩ㺸㨱Ĩ⮦Ĩûî㖵Ĩ Ǘ ǎ ǎ؆îĨ
㈲ Ĩ⫆ä峭îßĨ㢻îĨ啵Ĩ嚏á㥃äĨᳮĨीĨ⬍äĨ嵗Ĩ㥃Ĩ怾îᎹĨ䡴㥃Ĩ䆨äþĨीĨ⬍äĨ嵗Ĩ志ḏĨᩝßĨṎĨ䰮㑈ĨṎĨ娛Ĩ⅁áäþĨ嵗Ĩü⡜ßĨ䞠܉ĨîĨ㥃Ĩ愒ĨĨ惠Ĩ嵗

ĨĨ䵧Ĩ啵ĨĨ徉Ĩ啵Ĩ㹅F5ĨĨ⮦Ĩ㱾Ĩ嚏á㥃äĨðäĨ徉Ĩ᭛îຩĨðäĨ啵ĨüþĨ娛ĨĚ嚕äĨðäĨ⬍äĨåäĨě㨱Ĩ⮦Ĩ嚏á㥃äĨ㥃Ĩ㹅Ĩ⸞Ĩì人Ĩ㷨
Ĩ䵧Ĩ嵉Ĩ⫎Ĩ䞺ĨᙤĨ೧Ĩ㨗ĨᠢĨ嵗‹ĨĐßĨ啵ĨᳮĨ嵗㥃ĨçᙥĨ䡴㥃Ĩ䆨äþĨ⬍äĨåäĨøî㌑Ĩüä㇌îĨ䵧Ĩ嵗Ĩ峭îßĨ፰Ĩ⸞ĨᳮĨě㨱
奏ä࿀Ĩď垉á䰮äĨ䬉äþĨ嬸峤ĨúㄯþĨ峭Ĩᄸ Ĩ嬸Ĩ᭛îຩĨ㽻äĨîþäĨ嵗Ĩ峭î峤ĨúㄯþĨṎĨ䟑Ĩ㢻îĨęþĨ䡴㥃Ĩ䰍äþĨ⬍äĨåäĨę㖓þĨû嗚ĨĨÛ娛Ĩ⒆Ĩ

ĒĨᮜìĨފĨþ⸐ Ĩú⮸ą äĨ㱾Ĩ唅î墹äĨ㷨ĨĨĚ嚕äĨðäĨीĨ⬍äĨĨ承㨱Ĩ㜳ĨĨ啵Ĩ䡴㥃Ĩ㺸ĨᮜĨ奏äĨ嚏á䰮äĨ徉Ĩⱕ࿀Ĩ⫳äĨᠢĨ嵗Ĩ䬊㨱Ĩ㦣恕Ĩõ为Ĩ㨱Ĩ܉
啵Ĩ⅁áäþĨⴣäĨ೧ĨĚ嚕äĨ㷨Ĩ䬉ㄯþĨ೧Ĩ⸞ĨėᯬîຩĨ恔仁Ĩ㽻äĨåäĨ彘᱑峤ĨþìĨ娛ĨĚ嚕äĨ峭Ĩᥢ峤Ĩþ⸐ Ĩ幸ßĨƾŇ ǔƶǒƹǉļǎ ưìĨĐßĨ䯼㨱Ĩ嵉Ĩ安‹Ĩ嗚㨱Ĩ

ᥢ܉ìĨފĨ䯼㨱Ĩõ为Ĩ㱾Ĩ⅁áäþĨěîᄯĨðäĨ⸞ĨފĨþ⸐ ĨěĨीĨ⬍äĨᇆ Ĩ䯼㨱Ĩþ⸐ Ĩ⸞Ĩ感㈲ ĨⴣäĨ Ĩ㺸㨱Ĩ⮦Ĩ㱾Ĩ᭛îຩĨĚî܉ĨĚî܉ĨᠢĨ
Ĩ⦞ᄯĨ㷨Ĩė技嚕äĨüäĨ嵉Ĩ⫎㨱ĨĚ嚕äĨ剴ĨĐßĨ啵Ĩ娛Ĩ憗ⵙĨ愡äĨ惠Ĩ彘᱑峤ĨþìĨ娛Ĩ憗ⵙĨ㲁 ĨƾŇ ǔƶǒƹǉļǎ ưìĨĐßĨ峭Ĩ㹅ĨÛ⅁áäþĨ Ǘ ǎ ǎ؆îĨ⸞

Ĝ彛᱑峤ĨîᣳĨᩝßĨę㖓þĨ》ĨศĨÛ ǗƮǔ ƸǎƹŮ
ǗƷǎ ƹǗƶƛäĨ᭛îຩĨÛศĨ廝äᔊĨÛ 
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㹅�þ�⒆�彛äìä�⥼䰮�廝㖵�� �Payment Voucher 
ę㖓þĨƘ

ǔƹǎƶǍƹƟĽǎ ưäĨîþäĨ㩴Ĩ徉Ĩ᭛îຩĨ忚恕㨱Ĩ㩴ĨĐßĨṎĨ嵉Ĩ⫎㨱ĨĚ嚕äĨ㷨Ĩė彝äìäĨûᝯĨüäĨĐßĨ啵Ĩûî㖵Ĩᣗ⋏ĨðäĨ㷨啬Ĩ㺸Ĩ廝㖵ĨĨ㺸
㹅ĨĨ㨱᱑Ĩ啵ĨတßĨ愡äĨðäĨĚ嚕äĨ㷨Ĩė婧þìĨ啵ĨçîㄯĨ㷨Ĩ⒆ Ĩ徉Ĩ峤Ĩ啵ĨçîㄯĨ㷨Ĩ㹅ĨęþĨ嵗‹ĨäᦵĨ抁Ĩ嵉Ĩᥢ㨱ĨäìäĨ㱾Ĩ嚏á㥃ä��
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