Individual Travel Voucher Instructions

To access the voucher, enter your WKU NetlD (it should be 3 letters and 5 numbers, not your 800#) and
Password, then click Submit. The Home screen will display:

TRAVEL EXPENSE VOUCHER

Home Proxy Add New Travel Voucher Instructions

Existing Vouchers
+ Click on avoucher name below to make changes. When you have entered the required items, click on the printer icon to print your voucher.
* Vouchers listed as "Incomplete™ are missing required information such as travel dates, index codes, and incorrect reimbursement amounts.
* This form cannot be submitted electronically. The voucher must be printed and signed by the claimant and approver to obtain reimbursement.

* Donotre-use a previous voucher that has already been pE&ThiS creates a duplication of the transaction number. Flease use the "Add Mew” function for each new

submission.
Voucher Name Date Created Save andior Print Delete
" L]
Travel Conference 1111312012 = )4

Please take note of the messages indicating that vouchers must be printed and cannot be submitted
electronically and they should not be re-used for a new trip after payment has been processed.

Click on the Add New tab (in the red bar) to create a new voucher. The next screen will require you to
name the voucher (“Enter a description of your new voucher”) for future reference. The voucher name
does not print on the document; it is for your reference only. All created vouchers will be saved under
your NetlID unless deleted by you. Once the voucher is named, click on the Save Data button.

TRAVEL EXPENSE VOUCHER

Home Proxy Add New Travel Voucher Instructions

Create a New Travel Voucher

Enter a description for your new voucher:

|Trave| Conference | -

The next screen displayed is the Personal Information screen. You will notice the voucher name is
displayed at the top left and in the Voucher Name field. If you ever need to change the voucher name,
this screen will allow you to do that. Move the cursor to the Voucher Name field and type in a new
name, then click on the Save Data button at the bottom. All asterisked areas are required fields and are
indicated on each screen.

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Comments Index Codes

Travel Conference > Personal Information

iroTSement will be handled by Direct Deposit if claimant is established in the direct deposit system.

= lterns marked with an asterisk (3 ) are required fields. Entering a valid WKU 1D will populate the name, department and address fields.
You must click the "Save Data”™ button to save your changes

Voucher Name: ( |Trave| Cmnferem:e)

WKUID (800 number): |

Name 3 : Employee 3 : [ ~ |

Department 3 :

Campus Phone #: | |

Home Address #: City, State Zip%: | |

|
|
|
| Full or Part Time: | - |
|
|
|

|
|
Campus Address: |
|
|

If questions, please contact:




To enter the claimant’s information on this Personal Information screen, there are 3 options:

1) If you are creating your own voucher and you have a WKUID (800#), type your 800
number in the WKUID field and your personal information will automatically populate.

2) If someone else is creating a voucher for you and you have an existing WKUID (800#),
you should establish a Proxy in the system so that person can access your system-
generated information. This process is described below.

3) If you are creating a voucher for someone without an existing WKUID (800#), you must
type in the personal information for all of the required fields.

Option 1: Create your own voucher
Once you have typed in your 800 number, the screen will immediately populate the required
fields. Other than the home address, the populated information can be edited, if necessary. If
your home address is incorrect, you can update it through the TopNet system. Please verify
that your personal information is correct, then click on Save Data. If you forget to click the Save
Data button before going to the next screen, your information will not be saved.

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes Logout

Travel Conference > Personal Information

+ Mote: Reimbursement will be handled by Direct Depasit if claimant is established in the direct deposit system.

» Items marked with an asterisk (3 ) are required fields. Entering a valid WKU 1D will populate the name, department and address fields.

You must click the "Save Data” button to save your changes.

Voucher Name: |Trave| Conference |
WKUID (800 number): |anqqqqqq |
Name: |Dr. Hill Topper | Employee # : Yes v
Department |Aerospace Engineering | Full or Part Time: Full Time v
Campus Address: |Space Hall - Rm 208 | Campus Phone 4 : |?45_gggg |
Home Address #: [1234 Country Road | City, State Zip: [Bowling Green, Ky 42103 |
If questions, please contact: | |

Option 2: Proxy

If you have a WKUID 800#, but wish to have another person create a voucher for you, you will
need to establish a proxy in the system for the other person to use your 800# to generate your
personal information. This proxy process is done only once and is required for security
purposes to keep anyone with a WKUID from accessing another’s personal data.

Go to the Home screen and click on the Proxy tab in the red bar. This screen will appear:
TRAVEL EXPENSE VOUCHER

Home Proxy Add New Travel Voucher Instructions Logout

Travel Voucher Proxy

= Enterthe email address ofelnyone you will want to create travel vouchers for you.
They will be able to view information such as your department, full or parttime status and home address.

Email Address # Name Delete?
([pattiwhitehead@wku.edu ) r

The following people have given proxy to you:

= Sherri Taylor




Enter the WKU email address of the person creating the voucher for you, then click on Save
Data. It does not provide a search option for the correct address so you will need to know the
email address before establishing this proxy. You will still have the ability to create your own
voucher. This screen also displays who has given proxy to you in the system. If you are creating
a voucher for someone else, please type your name and phone # in the “If questions, please
contact” field on the Personal Information screen. If a voucher is created by a proxy for a WKU
claimant, the voucher will appear under both the proxy’s and the claimant’s voucher listing with
the designation of “created by (proxy) ” on the claimant’s list. Both users are able to make
revisions and delete it. Giving someone proxy in the system does not automatically give them
permission to sign the printed voucher on the claimant’s behalf. Permission to sign must be
provided on a separate document and attached to the voucher.

Option 3: Creating a voucher for non-employee

If you are creating a voucher for someone who does not have a WKUID (800#), move the cursor
or tab beyond the WKUID field and type the personal information in all of the required fields.
We do not need the social security number of the claimant since this is a reimbursement, not
an income item. Please type your name and phone number in the “If questions, please
contact” field. Anyone without a WKU NetID and Password will not be able to access this
voucher; a WKU employee will need to complete it for him/her.

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes Logout

Dr. Interviewee 3-3-12 > Personal Information
Mote: Reimbursement will be handled by Direct Deposit if claimant is established in the direct deposit system.

ltems marked with an asterisk (3 ) are required fields. Entering a valid WKU 1D will populate the name, department and address fields.
You must click the "Save Data” button to save your changes.

Voucher Hame: |Dr Interviewee 3-3-12 |

WHKUID {800 number): | |

Name |Dr. Ima Interviewee | Employee # : No -
Department - : |Genet|cs Department | Full or Part Time: -
Campus Address #: [Dra Building - Rm 102 | campus Phone - [745-2222 |
Home Address # [9999 Big City Drive | city, state Zip-: [New York, NY 10203 |
If questions, please contact: |Amanda Associate 5-2222 |

Once the Personal Information screen has been completed and the Save Data button has been
clicked, a message will appear in a green box to let you know this portion has been done
successfully. A similar message and box will appear each time a screen is saved correctly. A
yellow caution box will appear when the system has detected an error. It will prompt you as to
which fields need correction. Once corrections are made, click on the Save Data button.

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Comments Index Codes Logout

Travel Conference > Personal Information
Mote: Reimbursement will be handled by Direct Depaosit if claimant is established in the direct deposit system

ltems marked with an asterisk (3 ) are required fields. Entering a valid WKL 1D will populate the name, department and address fields.
You must click the "Save Data™ button to save your changes.

Your Personal Info has been added/updated successfully.

» Use the links atthe top to enter your travel details, procard expenses, other expenses, and index codes.

Voucher Name: Travel Conference




To complete the information for travel dates, destination, purpose, mileage, parking, lodging,
and meals, click on the Travel Details tab in the red bar. This screen will appear:

TrRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Comments Index Codes

Travel Conference > Travel Expenses

- Subsistence: Per Federsl Regulations, an overnight stay is required. Lesve st Return st 5 cam = cEs  mme mmm =
= = = == gt sty 1= et :_ o Fre = Per Diem Total: F45 351 B56 61 366 BT
= Do not clsim meals included in registration fess. orbefors. or aften
- Original receipts are required for expenses of $10 or more. Food is G:30 am 5:00 am Breakfast 2 310 % 312 313 314
exclnded. 11:00 amn 2:00 pm Lunch 514 315 B17 318 320 E21
§ . . PR 5:00 pm 9:00 pm Crinnear 21 326 BZB ¥ 33 G
For Domestic Subsistence Rates, visit httpi/fwesw. gs3.gov/portal'content/ 104877 P P

For Foreign Subsistence Rates, visit For ledging, enter a dollar amount or one of the following letters:
f sit

= P - Paid by Procard

- F - Stayed with friends/famihy/coworker
= 5 - Paid by other source

= R - Day of Return

= | - In flight'En route

Items marked with an asterisk (4§ ) are required figkds. You must click the "Save

Dats” button to s3ve your changss.

Date of Travel 4 Departed Time Returned Personal Vehicle | Tells, Parking Lodging Subsistence Total Delete?
[ — N AT Timve Mileage g ]
O AMT
AM W 50.00 3 B ($0.00 $0.00 -
AM W ’
From-Togg : L [50.00
Purposs# Dlzoo0
Totals: %0.00 £0.00 £0.00 L0.00 $0.00

The voucher name is in the top left corner with links below for domestic and foreign
subsistence rates. The chart on the top right contains information related to per diem. The
time frames indicate when the claimant must be in travel status for meal eligibility. Reminder:
the claimant must be traveling throughout the entire time frame for the meal to be allowable.
The meal breakdown for domestic rates is also displayed for your reference.

To enter the first travel day, type the Date in the format indicated (mm/dd/yyyy). The
Departed Time and Returned Time fields have a drop down for AM and PM, but automatically
load as AM so you will need to change them, if necessary. Once the date is entered and you
have tabbed or moved the cursor elsewhere on the screen, the appropriate mileage rate for
that date will automatically load in the Personal Vehicle Mileage field. If you are not claiming
mileage, leave that field blank; you do not need to enter a zero. Tolls and Parking expenses can
be entered next. There is a feature for Lodging information which allows you to enter a code
for lodging arrangements when the expense is not claimed for reimbursement. The legend for
lodging codes appears under the meal breakdown chart. The lodging field will allow only dollar
amounts or one of the codes to be entered. When meals are claimed, lodging information must
be entered or you will receive an error message when you click on the Save Data button.

Please note that there is a Return Day code (R) for the final travel date since lodging is not
appropriate, but meals may be claimed. Column totals are calculated upon entering data, but
the total amount for the entire screen is not calculated until you save the data. Per Diem for
domestic travel can be determined by going to the gsa.gov website (link on screen), entering
the city and state or zip code of your destination, and clicking on the red Find Per Diem Rates
button. The daily rate is displayed on the far right under Meals & Inc. Exp. The rate will be one
of the 6 options listed in the meal breakdown chart displayed on the Travel Details screen. The
gsa.gov website has a different meal breakdown for these daily rates. Please use only the
breakdown amounts displayed in the chart on the Travel Details screen.



For foreign per diem, use the defensetravel.dod website (link on screen) to select the location
from the drop down box under OUTSIDE CONUS. Choose the correct Published date for travel
time frame and click on Calculate. Add the figures in the Local Meals and Local Incidental
columns, using the Other option if the location city is not listed. Calculate the meal breakdown
at 20% for breakfast, 30% for lunch, and 50% for dinner. List exact dollars and cents; do not
round to the nearest dollar. Itis not necessary to attach the per diem page from the website to
the voucher. For more detailed information on per diem, please see Travel Policy 3.1012.

TRAVEL EXPENSE VOUCHER

Home Fersonal Info Travel Details Frocard Index Codes
Travel Conference > Travel Expenses
- Subsistznce: Per Federal Regulations, an overnight stay is reguired. Lai:? a:r Fla_n:_r; I F——— T —
- Dw not claim meals in registration fess. or befors:  or after:
- Owiginal receipts are reqguired for expenses of $10 or more. Food is B:20 am 2:00 am Breakfast 2 310 F11 ®12 312 B4
esxcluded. 11:00 am 2:00 pm Lunch $14 315 $17 $18 320 321
5 =0 Vinne =Zz 525 =28 531 = s2s
For Domestic Subsistence Rates, wisit http:/wew . g=s. gov/portslicontent/ 104377, 500 pm 9:00 pm Crinner P23 320 I8 B 3 330
For lodging. enter a dollar amount or one of the following letters:
di=mCalo. cfr - P - Paid by Procard
Items marked with an ssterisk () sre requirsd fislds. You must click the "Sawve - F - Stayed with friends/ famih/coworker
Data” button to sawve your changes. = 5 - Paid by other source
- R - Day of Return
- 1 - Im flight'En rowts
Date of Travel 4 Departed Time Returned Fersonal Vehicle | Tolls. Parking Lodging Subsistence Total Delete™
[ — o R Time Mileage [l
e s
D401 Z2012 7:00 AT TE & 48 'mil= | $2.00 3P E |z0.00 104, r
AR W
From-Tog: | Bowling Gresn, K to Mew York City, NY wia Mashville Airport L |s21.00
Furposs# | Attend Travel Confarence D |5 3500
Totals: £36.00 $8.00 000 £57.00 £1404.00

The Add Another Row button on the bottom left allows you to enter any number of travel dates
required. Each travel date should be listed separately. If there are multiple travel dates, it is
recommended that you save each row of information (click on the Save Data button) at a time
before adding additional rows. Keep in mind if you have entered all information and click on
another tab before saving your data, all entered items will be deleted. Inactivity on the screens
could also time you out, which will cause any unsaved data to be deleted.

Example of a saved Travel Details screen:

* |-InflightEn route
Your travel details have been added/updated successfully.
Use the links atthe top to enter your personal information, procard expenses, other expenses, and index codes.
Date of Travel # Departed Time | Returned Time | Personal Vehicle | Tolls, Parking Lodging Subsistence Total Delete?
mmiddiyyyy 0:00 AWPM 0:00 AMFM Mileage [Cvernight
Required)
04/01/2012 |?:UU AN w | AN w |?5 A8imile |$8.UU |$F' B |50.00
- - e $101.00 r
From-To: | Bowling Green, KY to Mew York City, MY via Nashville Airport L [$21.00
Purpose#: | Attend Travel Conference D |536.00
04/02/2012 | AN w | AN w |U A8imile |$8.UU |$F' B |50.00
- - e $65.00 r
From-To4: | New York City L [$21.00
Purpose#: | Conference D |536.00
04/03/2012 | AN w |8:15 PM [» |?5 A8imile |$8.UU |$R B |50.00
- - e $65.00 r
From-To4 | Mew York City to Bowling Green L [521.00
Purpose#: | Return from Conference D |50.00
Totals:  $72.00 $24.00 $0.00 $135.00 $231.00




By using the tabs in the red bar, Procard expenses and Other Expenses can be entered in the
same manner as the Travel Details information by adding rows and saving data. Here is an
example of a saved Procard screen:

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes

Travel Conference > Procard Expenses
(Nonreimbursable expenses paid by a departmental purchasing card)

Mote: Be sure notto include items for reimbursement in Other Expenses section that were paid with a university purchasing card.

lterns marked with an asterisk (3 ) are required fields. You must click the "Save Data” button to save your changes.

Your procard expenses have been added/updated successfully.

Use the links atthe top to enter your personal information, travel details, other expenses, and index codes.

Date (MM/DDYYYY) % Vendor Name {ex: Sleep Well Hotel) % Type of Expense (ex: Lodging for conferencel# Amount % Delete?
|U2J’0‘h’2012 | |Trave|Associati0n | |Conference registration fee | $|200.00 | r
[04101/2012 | [Ramada inn | [Lodging for 411 and 412 (canference location) | 5[478.00 |
[0410112012 | [southwest Airlines | [airfare for 4/1 and 4/3 | 8[510.00 |

Current Total: $1,128.00

Add Another Row

An example of a saved Other Expenses screen:

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes

Travel Conference > Other Reimbursable Expenses
(Paid by individual being reimbursed on this voucher)

Mote: Be sure notto include items for reimbursement that were paid with a university purchasing card. Travel charges paid with procard should be itemized on Procard
Expenses section.

Iltems marked with an asterisk (4 ) are required fields. You must click the "Save Data” button to save your changes.

Your expenses have been added/updated successfully.

Use the links at the top to enter your personal information, travel details, procard expenses, and index codes.

Date {MM/DDIYYYY) % Vendor Name (ex: Sleep Well Hotel} % Type of Expense {ex: Lodaging for conferencel# Amount % Delete?
[o4r01:2012 | [vetiow cab | [Taxi from airport to hotel | s[35.00 | ~
[4r032012 | [4BC Taxi Senice | [Taxi from hotel to airport | s[38.00 | -

Current Total: §73.00

Add Another Row

Data entered on the Travel Details, Procard, and Other Expenses screens will be automatically
arranged in chronological order once the data is saved. The Type of Expense (description) area
can be used to provide information on the expense. For longer explanations of unusual travel
circumstances, the Comments screen can be used. This information will print on a separate
page to be attached to the voucher.



The Comments screen looks like this:
TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Comments Index Codes Logout

Travel Conference > Comments

Enter any comments here:

{Maximum characters: 2200. You have 3200 characters |=ft.)

Completion of the Index Codes screen is required to complete and print a voucher. The system
will total all expenses from the Travel Details and Other Expenses screens and display that
amount in the Voucher Total field. Once the index numbers and commodity codes have been
entered, the system will verify that the numbers entered are valid numbers in the system and
the description of each code will be displayed next to it. Please verify that the codes entered
are correct for this claim. Additional rows can be added when expenses are charged to multiple
indexes. A link to the appropriate travel commodity codes is available for your reference.

TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes Logout

Travel Conference > Index/Comm Codes
+ lterns marked with an asterisk (3 ) are required fields. You must click the "Save Data” button to save your changes.
+ Alist of travel commodity codes can be found at https:Awww wiu.edufinadminfravel/documentsicommoditycodes xls.
+ To print the voucher, return to the Home screen and click on the printer icon. This form cannot be submitted electronically.

Voucher Total: §304.00

Amount Not Claimed: 3

Reimbursement Total: §304.00

Index Number # Commodity Code # Amount # Delete?

000000 | Your appropriate index 850210 | Travel - Qutstate - Employee Travel $|3U4—.UU -
Total amount to be paid: % 304.00

This screen also provides a field to enter an Amount Not Claimed, which can be used to reduce
the reimbursement amount due to budget constraints or adjustment of expenses. The Amount
Not Claimed is subtracted from the Voucher Total to calculate a new Reimbursement Total,
which is the amount to be paid to the claimant. However, if using the Amount Not Claimed
field, you will need to enter the appropriate indexed amounts to equal the new Reimbursement
Total before you click on Save Data or an error message will be displayed. An Amount Not
Claimed example is shown on the next page.



TRAVEL EXPENSE VOUCHER

Home Personal Info Travel Details Procard Other Comments Index Codes Logout

Travel Conference > Index/Comm Codes
+ ltems marked with an asterisk (4 ) are required fields. You must click the "Save Data” button to save your changes.
= Alist of travel commaodity codes can be found at hitps:/fwww wiku.edufinadminfravel/documents/commoditycodes xls.

+ To print the voucher, return to the Home screen and click on the printer icon. This form cannot be submitted electronically.

Voucher Total: 5304.00

Amount Not Claimed: sfioao0 |

Reimbursement Total:

Index Number # Commaodity Code % Amount 4 Delete?
Your appropriate index Travel-Outstate-Emponee Travel @ -
Total amount to be paid: $200.00

Once all data has been entered and saved correctly, you can go to the Home screen to view
your voucher’s status and print it, if complete. To print, click on the printer icon under Save
and/or Print on the Home screen. The voucher will be displayed on your screen as it will look
when printed. All created vouchers, whether incomplete or complete, remain saved under
your NetID unless deleted by clicking on the X to the right of the voucher name on the Home
screen.

The Home screen below indicates the Travel Conference voucher is complete and the Space
Conference voucher requires additional information. Any information in a voucher, no matter
the completion status, can be revised by clicking on the voucher name and going to the
appropriate screen. The changes can be entered and saved as often as needed.

TRAVEL EXPENSE VOUCHER

Home Proxy Add New Travel Voucher Instructions Logout

Existing Vouchers
* Click on avoucher name below to make changes. When you have entered the required items, click on the printer icon to print your voucher.
+ Vouchers listed as "Incomplete” are missing required information such as travel dates, index codes, and incorrect reimbursement amounts.
+ This form cannot be submitted electronically. The voucher must be printed and signed by the claimant and approver to obtain reimbursement.
* Do notre-use a previous voucher that has already been paid. This creates a duplication of the transaction number. Please use the "Add New” function for each new

submission.
Voucher Name Date Created Save andlor Print Delete
Space Conference 03/06/2013 Incomplete x
Travel Conference 111312012 o= ®

To submit a completed voucher, you must print the appropriate voucher pages, attach all
necessary documentation, and obtain the original signatures of the claimant and approver(s). It
cannot be submitted electronically. Vouchers should be delivered to the Travel Office in the
Wetherby Administration Building (WAB), G-21.

An example of a printed voucher is provided on the next two pages. The Procard Expenses and
Other Expenses will print on one page if the number of entries is not too large. Due to the
Accounts Payable scanning process, please do not print any pages on the back.



LI WKU

Travel Expense Voucher

Or. Hill Topper
OEHINE

WL D Index Comm  Amount
[ Hill Topper | [300999998] [oooooo [esazio | semomo
Campus Address: Amount To B Pald:
|Space Hall - Rm 208 | [s200.00 |
CAmpus P hone: Emiphopea’ FullPar Time: Danpt. Condnod: Fropand supsnses:
[745-3332 [ [FT (i | 112200 | [eiamseneee 2200.00
WWHELU Deparmeni Submiiding Vouohsr: Tiofl Tranrel Cansd:
|.!~ar{:-5pa:>a Engin==ring | |5'.355.-L‘*L" |
Hiormes Agdress: Chy, Biads Tlp: TR# 85555
1224 Country Road ||Bowling Green, Ky 42102 |
| Duis of Trawsl | Deparisd Tine | Fisturnad Time | Farsonal Vabizls | Tells, Farklesg | L-n-dglr.g| Eubsisiznos Tedal |
Milzaps (e g Megurmd
4012012 [T:00AM | 2@ 4amie |00 [P |5 [3000 $101.00
FremT8: | gowling Green, KY to Mew Yark City, NY via Nashville Airport L |321.00
Parpass: |2 1tend Travel Conference O |336.00
o402z | | [o@ 4simie  [52.00 |7 B (30.00 $55.00
FromTec | Mew York City L |521.00
Purpess: |- onferencs O |336.00
o4/032012 | |g:15PM |75 @ 48imie [$2.00 B B (30.00 $55.00
FromiTe: | Mew York City to Bowling Green L |521.00
Purpess: | Detum from Conferance O |30.00
Totals for this page: |  $7200 | 2400 |$0.00| | $135.00 [s231.00]
S Bme by Procas R Py e s Reirnbursable: Ofer Expereses Totat [ 7500
L 5‘..1..'“ ..':h"rrn:l"‘l'n.' oo " .I - n"?r. .in ot . - . CONEINAUATloN papes f0%a 0.0}
Tt o et 5 e 1 B B 2 i o 3 i [ S Ty Az ;E:r.:mtﬂ ;ﬂ*;
|Ewrartn Sgrw.re Try D Dirmcior o O e e Try
e e e i Sy riniec Mara o e, Orecior or e e




Travel Expense Youcher

ﬁ Cr. Hill Topper
ey g
&

Monreimbursable Expenses - paid by a departmental purchasing card

Date Vendor Hame Type of Expense Amount
020172012 Travel Az=ocistion Confarence registration fes 5206000
040172012 Ramada Inn Lodging for 4/1 and 4/2 {conference location) $478.00
040172012 Southwest Airlines Airfare for 4/1 and 42 5510.00
Total Departmental Purchasing Card Expenses 51,188.00
Other Reimbursable Expenses
Date Vendor Name Type of Expense Amount
040172012 Yellw Cab Taxi from sinport to hotel 535.00
04002012 ABC Taxi Service Tazxi from hotel to sinport 538.00

Total Reimbursable Expenses 573.00




