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1. Getting started with checkout

1. Go tot he ‘home’ screen

2. Click on checkout

M M - o X ‘

Scheduling Stox Ma . Settings Log out

Checkout

The employee scans his

dge and the items he takes.

ool
to a quick and transparent management

You will enter the following screen.

8 Mirs - o ES ‘
=g ~
Check out P (LT —
Open checkouts only
em Lotrumber Checkout date Quantity Checked inby Checked out by
Tootbax TLEX00001 140472021 155225 100 Lausa Vanheuverzwin
Betonmuser Subcategorie 10000 | 14/04/2021 12:2619 100 aun Vanhewverruin
Boite & outis BOMTACOD! 13/04/2021 121702 100 Laura vanheuverzwijn
van VANOODOO 08/04/2021 155839 100 Laura Vanhewverzwijn
Employee
van VANOOD00Z 08/04/2021 154703 100 Laura Vanheuverzwijn
Lown mowes CNDI0OTSS 16/03/2021 113831 100 Werknemer 8
Company
GAsties CNDI0OTST 2310272021 10:5804 100 Bigen Vermoorte!
test2 * test MAT000001 18/02/2021 145000 100 Werknemer A
Cost center
tst® test123 18/02/2021 14:47:04 100 Werknemer A
 Return T 17/02/201 14315 agen !
‘ Ty Bulk Rt L 27202 56 200 Birgen Vermoortel
Marqueur permanent CNDO0OT40 16/02/2021 15:2351 100 gnace De Coster
Customer Marqueur permanent CNDO00ZS 01/02/2021 110051 200 Birgen Vermoortel
" Test artikel CNDI0OTS 18/01/2021 102237 100 Birgen Vermoortel
Barcode
Number of records: 13 Count selected: 0
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2.0verview of the buttons

Q

Search for checkouts

m Clear selection, clear filter fields

Checking in a selection

Edit selection

Assign selection to project

Move selection from one location to another
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Transferring selection to another employee

Delete selection

Print selection

Show history of all loans

Set filter fields

Set colums to be displayed

MIRA Software is a product of IZIT bv
Dokter Armand Rubbensstraat 1
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3. Configuring the information display

When starting registrations (checkout and checkin), it is recommended to prepare some things first
in order to be able to work smoothly and to follow the manual.

You can/must set the things that are now shown in different windows of the programme. As soon as
you have done this once and completed an action, these settings will be remembered for the next
time.

3.1 Setting the column display

On the start screen, click so that you can see the list of columns. Here you can select
which information you wish to see when you check-out or check-in. A new window will
open where you can move the desired columns to the right, so they will appear in the view. Then
click on'OK'.

a[% BEHE %

Check out

Checkeut date Quanity

14/04/2021 155225 100

4 Select want to see

Checkin date P fem

Checkin location Lotnumber

e mawer Checkout customer Checkout date
Checkout location Quantity
test2 *test
Cost center
. Checkout project Checked in by

test

‘ Opericmord uil Color Checked out by

ary rmanent

Cost per day

Costcenter checiin employee
Test artke:

Customer reference

Department checkin employee

Depreciation date

Email checkin employee

Barcode Email checkout employee

Employee company

Number of records: 13 Count Employee cost center

Employee department

oK

The columns will then be displayed.
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3.2 Setting filter fields

[— [~
Like the column views, you can also set the filter fields. In the start screen, click on o so that
you can see the list of filter fields. A new window will open where you can move the desired filter
fields to the right. Then click on'OK'.

You can now use these filter fields in the current screen.

You can expand or collapse thefilter fields by clicking on the arrow next to 'Filter fields'.

M M - o X ‘

2K &

7
Employee e Vi
Laura Vanheuverzwijn e o koot
Company tem Lotnumber Checkout date Quantity Checked in by Checked out by

Janssens NV Toolbox TLEX00001 14/04/2021 155225 100 Laura Vanheuverzwiin
Cost center Betonmixer Subcategorie100001 | 14/04/2021 122619 100 Laura Van win

Constructie Eofte 4 outils BOITAC001
Department van VAN0D0003
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4, Checkout

4.1 Start checkout

When you open the checkout, the arrow will point upwards by default. If the arrow is pointing down

(see later) you just have to click on the arrow and it will point up again.

First you can select the desired fields by clicking on E .

These are the fields you want to fill in and which will also appear if left blank.

M Min

Check out

MIRA Software is a product of IZIT bv
Dokter Armand Rubbensstraat 1
9240 Zele

T:+32 (0)52 5207 49

ben cneckouts oniy
Item Lotnumber Checkout date Quanticy Checked in by Checked out by
[ | Toolbox TLBX0000! 14/04/2021 155225 100 Laura Vanheuverzwiin
(1 | Betonmixer Subcategorie 100001 | 14/04/2021 1226:19 100 Laura Vanheuverzwiin
[ | Bote & outis BOITAGO0! 13/04/2021 124702 100 Laura Vanheuverzwin
1{van VANO0003 08/04/2021 155939 100 Laura Vanheuverzwijn
Employee
taura erhacveen 1{ van VANOOOO02 08/04/2021 15:47:03 100 Laura Vanheuverrwijn
Company
Janssens NV
Cost center
Constructie
@® -
Constructie
Customer
Barcode
fewitem searchen Number of ecords: 5 Count selected: 0
3 Mins - o x ‘
o =
k] I @
Check out € = | Used fiter fields: Break periods.
Open checkouts only
Item Lotnumber Checkout date Quantiy Checked in by Checked out by
[ | Toolbox TLBX0000! 14/04/2021 155225 100 Laura Vanheuverzwiin
[ | Betonmixer Subcategorie 100001 | 14/04/2021 122619 100 Laura Vanheuverzwin
[ | Boite a outis 80ITAG001 13/04/2021 121792 100 Laura Vanheuverzwin
1{ van VANODOO03 08/04/2021 155939 100 Laura Vanheuverzwijn
Employee.
Laura Varheuvecen 1{ van VANODDO02 06/04/2021 154703 100 Laura Vanheuverzwin
Company
Janssens NV
o
Constructie
@ -
Constructie
Customer
Project
m]
Checkout date
kIO
Expected return date
Barcode
Newitem Searchem Number of ecords: 5 Count selected: 0
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Here we continue with the input fields for the "employee" and "customer" data.

1. Todo acheckout, fill in the requested data. You can also fill in these data through a pop-up
window that appears at the moment you actually want to finalise the checkout. The field
'Employee' must always be filled in from the start.

2. Assoon asyou have indicated an employee, you will be able to see the open checkouts for
this employee.

&3

Check out = | Used fitter fielgs: Checked out by

Open checkouts only

tem Lotnumber Checkout oate Quantity

L1 | Tooibox TLEX00001 14/04/2021 155225 100

[ | Betonrmixer Subcategorie100001 | 14/04/2021 12:26:19 100

Boite & outils BOITAO001 13/04/2021 12702 100

Van VANOO0D03
Employee

Van VANOODDO2 03
Laura Vanheuverzwijn . -

New item Searcn item
Number of records: 5 Count selected: 0

Now you can start looking for an item and check it out. This can be done in various ways.
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4.2 Searching foran item

There are two ways to search for an article.
1. Via the button ‘Search item’

2. Byentering a barcode/lot number directly

7 M

- o X ‘
O == | m N
Check out
Open checkouts only
Item Lotrumber Checkeut date Quantity
L1 | Toolbox TLBXD0001 14/04/2021 15:52:25 100
[ | Betonmixer Subcategarie 10000 | 14/04/2021 122619 100
L[] | Boite & outils BOITADOO1 13/04/2021 121702 100
van VANGOOD03 08/04/2021 155939 100
Employee
| van VANGOOD02 08/04/2021 154703 100
Laura Vanheuverzwijn

[ERN

Barcode |

New item Search item
Number of records: 5 Count selected: 0

4.2.1 Searching for an article via the 'Search item' button

Click on the 'Search item' button. Here you will also have to set up the columns and filter fields you
wish to see for the first time. You can easily retrieve an item via a filter field. Click on the desired lot
number and click on OK.

78 Mi
O oo | A
Used fiter fieds: Checked out by
Open checkouts anly
lem Lotrumber Checkout date Quanity Checked in by Checked ot by

T3 Select stock - o X

. Q| % (=0

Laura Vanheuverzwijn

Janssens NV
[ Retum
Cost center ® Only articles that must retum
Onily articles that must not retumn
Constructie
Department frumbe

Constructie item Available quantity Lot number Status
Customer Lawn mower 000 CNDODO156
Easter Egg 1000 EGG0404
Drill 100 CNDODO1S7
Lawn mower 100 CNDOD0158
Dril 100 CNDO001S9
Forkdif 100 FRK000001 Broken
Van 100 VAND000OT
e ven 000 VAND00002
New item Search item

Number of records: 5 Count selected: 0
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4.2.2. Searching for an item via its barcode/lot number

You can also enter a known barcode/lot number directly in the box below or scan it with a scanning
device. When you enter it at the bottom, click on 'Enter' afterwards.

P Mia - o x ‘
o O =xo | m N
Check out = | Used fiter fisios: Checkea outby
Open checkouts only
tem Lotrumber Checkout date Quanity Checked in by Checked out by
0 [ tootbox TLBX00001 14/04/2021 155225 100
L1 | setonmines Subcategorie 100001 | 14/04/2021 122619 100
[ | Boite a cutits BOMTAD00 137042021 127:02 100
Van VANO0D003 08/04/2021 155939 100
Employee
Van VANO0DD02 08/04/2021 154703 100
Laura Vanheuverzwijn .
‘Company
Janssens NV
Cost center
Constructie
Department
Constructie
Customer
P—
= =
| Newitem Search tem
Number of records: 5 Count selected: 0
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4.3 Filling in a form linked to an item

After you have searched for an item, marked it and confirmed it, you will be shown a form that you

can/shouldfill in. This is obviously only the case if a form has been linked to the item with the correct
conditions (see manual forms).

Answer the questions and click on 'OK'. The checkout of the item is now registered.

7 M - o x ‘
o (= |-I =cta A
Check out = | Used fiter fields: Checked out by
Open checkouts only
tem Lotnumber Checkout date Quantity Checked in by Checked out by
| ootbox TLEX00001 141042021 155225 100 Laura Vanheuverzwin
[ | Betonmies Subcategorie 10000 | 14/04/2021 122619 100 Laura Vanheuverzwin
)| Boite 4 outils BOITADO0Y 13/04/2021 121702 100 Laura Vanheuverzwin
Employee
73 il the form - 0 x
Laura Vanheuverzwijn m
Info
Company
fom st for Veticles
Janssens NV
em van
Cost center Lot rumbes VANDO00OZ
Conswaciic Versiondate 0B/14/2021 155555
Department Question
e - S —
D) v Received key and somre kes? m]
Customer
D v Tank voume?
Barcode
Required
Required
New item Search item
Number of records: 3 Count selected: 0
7 i - o x ‘
o O =0 | me q
Check out = | usea siter feias: Creckea out by
Open checkous anly
e Lotnumber Chackout ate 2o Checked in by Checked ot
e R R
I | van VANOODO03 20/04/2021 093928 100 Laura Vanheuverzwin I
1| Tosivox TLEXD0001 14/04/2021 155225 100 Laura Vanheuverzwin
| Betonmixer Subcategorie 10000 | 14/04/2021 122619 100 Laura Vanheuverzwin
Boite 4 outils BOITAD0OT 13/04/2021 129702 100 Laura Vanheuverzwijn
Employee.
Laura Vanheuverzwijn
‘Company
Janssens NV
Cost center
Constructie
Department
Constructie
Customer
Barcode
New item Searen item
e e Number of records: 4 Count selected: 0
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5.Checkin

5.1 Starting the checkin

To return lent items, the arrow must point downwards. If it is still pointing upwards, click on it so
that the arrow changes direction. You can then return a loaned item. On the right-hand side you will
also see which items are currently checked out (from all employees).

O[%) A
Check in

[Open checkouts only

tem Lotrumber Checkout aate Quantity Checkea in by Checked out by
| van VANOOD003 20/04/2021 09:39:28 100 Laura Vanheuverzwin
L1 | Tooivox TLEX00001 14/04/2021 155225 100 Laura Vanheuverzwin
L1 | Betonmies Subcategorie 100001 | 14/04/2021 122619 100 Laura Vanheuverzwin
Boite & outils BOITADOOT 13/04/2021 1217:02 100 Laura Vanheuverawijn
Checked in by
Lawn mower CNDO001SS 100 Werknemer 8
GAsfles CNDO0O1S1 100 Birgen Vermoartel
Company
100 Werinemer A

test2 * test MAT000001
[ | test testi23 102/20; 47
Cost center
[ | Busk Return 811 7702, 137 200 Birgen Vermoortel

Marqueur permanent CNDO0O129 01/02/2021 11:00:51 200 Birgen Vermoortel

100 Werknemer A

Cheekin date Test artikel CNDOOOMS 18/01/2021 102237 100 Birgen Vermoartel

Checkin location

Status checkin

Bareade.

Number of records: 12 Count selected: 0

As soon as you select an employee on the left-hand side, you will see on the right-hand side only the
loaned items of that selected employee.

P Mia - Box \
O O [— ] - J
m A
Usea fiter iecs: Checked out by
Item Lotnumber Checkout date Quantity Checked in by Checked out by
=] ™ VANOOODO3 o420 083928 | 100 Lauta Varhewverzwin
[=] L TLEx00001 wosan21 155225 100
1| setonminer Subcategore10000 | 14042021 122615 | 100
Boite a outils BOITAOO01 13/04/2021 12:97:02 100 Laura Vanheuverzwijn
Checked in by
Laura Vanheuverzwijn «
‘Company
Janssens NV
Cost center
Constructie
Department
Constructie
Checkin date
Checkin location
Status checkin
v
Barcode
New item Search item
Number of records: 4 Count selected: 0
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5.2 Select and checkin lot number

Toreturn a lot number, select the one you wish to return by ticking it (this may also be
several lot numbers). Once you have made your selection, click on the top left @ to return it.

i M - o x ‘
{ ) (= [} ﬁ
Check in = || Used filter fields: Checked out by
Open checkouts only
T3 Filin the form - o x ‘
item
(1| Tootox Info
L1 | Betonmixes
Form List for Vehicles —_—
L1 | Boite & outils
Item van —
Checked in by Lot number VANOD0003
Laura Vanheuverzwiin - Versiondate 08/04/2021 155555
Company
. Janssens NV Question
Cost center
(D v Received key and spare key? O
Constructie
Department (© v Tank volume?
Constructie
Checkin date.
Checkin location.
Status checkin
v
Barcode
Required
Required
New item Search item
Number of records: 3 Coun|

If there is a form linked to the item with the correct conditions, (see manual for forms) you can now
fill it in. Answer the questions and click on 'OK'.

i M - o x ‘

x SR |V 2T || O|SR|E A
2 Blv|elwajo=r

Check in = | used fiter fields: Checked out by

Open checkouts only

B | van VAND0OO3 20/04/2021 093928 100 Laura Vanheuverzwiin
e e 018 ARSI
[ | Betonmixer Subcategorie10000( | 14/04/2021 122619 100 Laura Vanheuverzwiin

Boite 4 outils BOITAGO0! 13/04/2021 124702 100 Laura Vanheuverzwin

Checked in by
Laura Vanheuverzwijn

Company
Janssens NV
Cost center
Constructie
@| -
Constructie

Checkin date

Checkin location

Status checkin

Barcode

New item Search ilem
Numberof records: 4 Count selected: 1
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Afterwards, you will see that the item is no longer in the right-hand column and that the return has
therefore been correctly processed.

m
i mina

Checked in by

Laura Vanheuverzwiin

Checkin date

Checkin location

Status checkin

Barcode.

New item Search item

Used fiter fields: Checked out by

Lotnumber Checkout date Quantity
TLBKO0DO1 14/04/2021 155225 100
Subcategorie10000r | 14/04/2021 122619 100
Boite & outils BOTADOD1 13/04/2021 121702 100
Mumber of records: 3 Count selected: 0

MIRA Software is a product of IZIT bv
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6. Transfer lot number
If you want to transfer a lent lot number immediately to another employee, instead of
taking it back and immediately lending it again to the other employee, you can do so via {&

Simply use the drop-down menu to select the employee to whom the lot number will be
transferred and, if necessary, enter the new customer, project or user location and then click on
'OK'.

You will see that the lot number has disappeared from that person's name, in this case 'Laura’.

mi
ra

7 M - o x ‘
— [ o | .
gﬁ 90 2 MESE A
GJ
Used filter fields: Checked out by
Open checkouts only
Item Lotnumber Checkout date Quantity Checked in by Checked out by
o [ Tooibox TLBX00001 1470472021 1552:25 100
[ | Betonmixer Subcategonie100001 | 14/04/2021 122619 100
L Boite a outils BOITADOOT 13/04/2021 129702 100
Checked in by
4 Move item(s) X
Laura Vanheuverzwijn
e fiem Quantity Empioyee Customer Project Use location Cost per day Fixed cost
.| 000 0.00
. Janssens NV
Cont center
Toolbox Employee A v |Kiant1 - | | IS0080 = Brussek +| lo00 000
Constructie
Department
Constructie
Checkin date
Checkin location
Status checkin
Barcode
Cancel oK
New item Search iem
Number of records: 3 Count selected: 1

And that it has now passed to the other employee, in this case 'Employee A'.

i Mirs

Check in =" | used fiter fields: Checked out by
Open checkouts only
ftem Lotnumber Checkout date Quantity Checked in by Checked out by
0 noson | sousnviosss | -

Checked in by
Employee A

am

Cost center

Checkin date.

Checkin location

Status checkin

Barcode

New ftem Search flem

Number of records: 1 Count sslected: 0

MIRA Software is a product of IZIT bv
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7.Consultation of checkouts

4
Return to the home screen by clicking on .

Then click on the button 'Consultation'.

i M - o x ‘

Checkout

™

Consultation

Here you get an overview of alitems checked out and checked in. By
using the filter you get a detailed view of either employee, item, cost
place or department

You will then arrive at the following screen.

B Miea - o x ‘
n m
®
£
Fron
To
Checiun aate tem nemestegery  Lotnumber Use location
] . Tootton TLEXD0001
. Saw SAw001
. Hammer HAMMERDO0T
L Hammer HAMMERDO002
L 20/04/2021 09:53:47 Nan VANDOODO3 Winked Test
. 20472021 093814 [ van VANDO0OO3
. 20472021 110453 | Toolbax TLEX00001
. 200472021 10453 | Saw SAWO001
. 20047201 10453 | Hammer HAMMERDOOT
. 20/0472021 110453 | Hammer HAMMERDOOZ
. Betonmiser | Bouwmatersal | Subcategorie1000001 | Winkel Test
. Bote & outis BOITACO01
. Scie SCIEODOOT
L 20/04/2021 09:3431 Van VANDOOOO3
. 200472021 093455 | van VANDO0OO2
. OBAZ021 152745 | Forkan FRKD000DT
Number of records: 107 Tolal cost: {3
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In this screen you will be able to find all the checkouts and checkins that have ever taken place. By
means of the selected columns you will be able to find the desired information.

On the left side you will always see a green or red dot.

Red : This lot number is currently checked out and therefore unavailable.

Green : This lot number is already returned and thus available (again).

You can also export a complete Excel list of this consultation by clicking on m
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8. Consultation of forms

Return to the home screen by clicking on

Then click on the button 'Forms'.

T4 Mio - 0 x ‘

Checkout

t0 3 quick and transparent management

Forms

Here you can consult the answers 1o the forms

You will then arrive at the following screen.

3 Mo - o x ‘
g
= Ll A
©
H
Crestion date Number of open questions Langusge Versiondate Display events_item fom
20472021 0953350 | 0 engish | 080472021 155555 | Checkin | ven List for Vehicles
200472021 093932 |0 engish | 080472021 15:5555 | Checkout | ven List or Veicies
| 200472021 093815 [0 Engish | 08042021 155555 | Checin | Von List for Vehicies
20/04/2021 09:35:40 | O English 08/04/2021 15:55:55 | Checkout Van List for Viehicles
0 | 20472021 093504 | 0 Engisn | 08/0472021 155555 | Checkin | van Lis or Venicies
[ | 200472021 093434 | 0 English | 08/0472021 155555 | Checkin | Yon List for Vehicles
0B/04/2021 15:59:39 | 0 English 08/04/2021 15:55:55 | Checkout Van List for Venicles
02/04/2021 143500 | 0 Global 02/04/2021 14:30:40 | Checkin Easter EQg | Easter EQos
02/04/2021 143811 |3 Global | 02/D472021 14:30:40 | Checkin Easter Egg | Easter Eggs
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Here you will see the desired columns. If there are forms that still have open questions or there are
questions that still need to be changed, you can do this here. This information can also be seen in
the columns.

5 Mina - o =

@
Creation date Number of open questions Answering status Completion date Language Versiondate Display events [tem Form
20/04/2021 095350 | 0 Complete 20/04/2021 09:54:35 | English 08/04/2021 15:55:55 | Checkin Van List for Vehicles
2070412021 09:3932 | 0 Complete 20/04/2021 093938 | English | DB/D4/2021 1555555 | Checkout | Van List for Vehicles
L | 20/04/2021 09:38:16 | © Complete 20/04/2021 09:38:24 | English 08/04/2021 15:55:55 | Checkin Van List for Viehicles
20/042021 093540 [ 0 Complete 20/04/2021 093802 | English | 08/D4/2021 155555 | Checkout | Van List for Vehicles
[ | 2000472021 09:3504 | 0 Complete 20/04/2021 09:35:15 | English 08/04/2021 15:55:55 | Checkin Van List for Vehicles
20/047202109:3434 | 0 Complete 20/04/2021 093443 | English | 08/4/2021 15:55:55 | Checkin van List for Vehicles
08/0472021 155939 | 0 Complete 06/04/2021 160215 | English | 08/0472021 15:55:55 | Checkout Van List for Vehicles
02/04/2021 14:3500 | 0 Complete 02/04/2021 143542 | Global | 02/D4/2021 14:30:40 | Checkin Easter Eqg | Easter Eggs
o | 0242021 438m1 |3 Crestea Global | 0270472021 14:30:40 | Chectin Easter Eqg | Easter Eggs
75 Mis - 0 x

©®
Creation date Number of open questions Answering status Completion date [l Language Versiondate Display events item Form
20/0472021 02:53:5 | 0 Complete 20/04/2021 09543 | English | 08/0472021 15:55:55 | Checkin van List for Vehicles
200412021 09393fY | 0 Compiete 20/0472021 093930 English | 0B/D4/2021 155555 | Checkout | van List for Vehicles
] | 200472021 0938 | 0 Complete 20/0472021 09:38:2ff| English | 08/04/2021 15:55:55 | Checkin Van Listfor Vehicles
200472021 09354 | 0 Compiete 20/0472021 09380ffl Enlish | 08/D4/2021 155555 | Checkout | van Listfor Vehicies
1 | 20042021 09350 | 0 Complete 20/0472021 09351l Engiish | 08/04/2021 15:55:55 | Checkin Ven Listfor Vehicles
200472001 09343 | 0 Compiete 20/0472021 09344l Engiish | 08/04/2021 15:55:55 | Checin Van Listfor Vehicies
o8/p472021 1559 | 0 Compiete 08/0472021 1602 1| English | 08/04/2021 15:55:55 | Cneckout | van Listfor Vehicies
02/0472021 14:35: Global | 02/04/2021 143040 | Checkin Easter Eqg | Easter Eggs
) | 020472021 14381 | 3 Crested Global | 02/04/202114:30:40 | Chectin Easter Eqg | Easter Eggs
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To further complete or modify a form, first tick a form and then click on
questions and click on 'OK'".

20/04/2021

Then fill in the
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p %
Templates () 4

Creation date Number of open questions Answering status Completion date  Language Version
20/047202109:5350 | 0 Complete 20/04/2021 095435 | English | 08/0472
200472021 093932 | @ Complete 20/0472021 093938 | Englsh | 08/0472
20/04/2021 093816 | 0 Complete 20/04/2021 033824 | English | 08/0472f
20/04/2021 09:3540 | 0 Compiete 20/0472021 093802 | English | 08/D472

01 | 200472021 093504 | 0 Complete 20/04/2021 093515 | Engiish | 080472
20/0472021 093434 | 0 Complete 20/04/2021 093443 | English | 08/0472
08/0472021 15:5939 | 0 Compiete 08/04/2021 160215 | Engish | 08/
02/04/2021 143500 | 0 Compiete /2021 143542 | Global | 02/0472

o | 0270472021 143811 | 3 Crested Glodal | 02704
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T4 Fill in the form
Info

Form
Item
Lot number

Versiondate

Question

Easter Eggs
Easter Egq

EGGO404
02/04/2021 14:30:40

(v How many did you find?

v Made from chocolate?

D v Remarks

oK

Cancel
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