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Level 1 of the Spend Level employee training showed you the basics of using the system. You learned how
to log in, navigate the system and how to look up existing information. So you already know that Spend
Level has the ability to increase the ease of workflow by putting all of the information for customers and
pricing in one place. The integrated fluid management system allows both Allegheny Petroleum customers
and employees to keep track of product quotes, place orders, implement price changes and much more.

Level 2 of the Spend Level employee training will cover the bulk of functions that sales representatives will
need to use on a daily basis assisting customers. Rather than using an Excel spreadsheet to keep track of
pricing quotes, Spend Level puts all of your customer’s information in one place for easy access by anyone
in the company. In Module 1, you'll learn how to create a quote in Spend Level under your own folder to
easily organize all of your customer quotes.

Module 2 will show you how to use Spend Level's newest feature, the Store, that both employees and
customers can utilize. Your customer will get a username and password to access the customer portal where
they can place orders as easily as on Amazon. If a customer opts not to use the portal, then internally,
Allegheny Petroleum employees can also log in to the Store and place orders for them. Confirmation emails
are sent instantly once orders are received, and additional notifications are sent when ship dates are
confirmed, keeping both sales rep and customer up to date throughout the entire order process.
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UOTE REQUEST

Can you send me a formal
quote so | can send it to my
boss? | need prices on
drums of Altra Fleet CK-4
15W-40 (I think your product
number is 10082) and totes
of AW 32.

Thank you,
Rob
BOB’S TRUCKING

(a note about Lesson 3)

= In order to link a quote to a company, there has to be an
entry for that company in Spend Level already.

= The company entry will automatically be created in Spend
Level when customer service sets up an account on Chempax
for your customer.

= So, if you're creating a quote for a prospect, someone who's
not set up in Chempax as a customer, you won't be able to
link your quote to the company.
+ This is okay as long as you name the quote with their
company name so you can easily find it.
* You can later link the quote to the company once they
decide to purchase and have an account with us.
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2) Text Caption : (a note about Lesson 3)

In order to link a quote to a company, there has to be an entry for that company in Spend Level already. 

The company entry will automatically be created in Spend Level when customer service sets up an account on Chempax for your customer. 

So, if you’re creating a quote for a prospect, someone who’s not set up in Chempax as a customer, you won’t be able to link your quote to the company. 

This is okay as long as you name the quote with their company name so you can easily find it. 

You can later link the quote to the company once they decide to purchase and have an account with us.

3) Text Caption : Can you send me a formal quote so I can send it to my boss? I need prices on drums of Altra Fleet CK-4 15W-40 (I think your product number is 10082) and totes of AW 32.

Thank you, 

Rob

BOB’S TRUCKING
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PART B

BEFORE THE DEMO

LESSON 4 Adding products to the quote
LESSON 5 Adding information to the products & “What do these columns mean?”

QUOTE REQUEST

Can you send me a formal
quote so | can send it to my
boss? | need prices on
drums of Altra Fleet CK-4
15W-40 (I think your product
number is 10082) and totes
of AW 32.

Thank you,
Rob
BOB’S TRUCKING

Lessons 4 and 5 will show how to add line items to a quote. The

tricky part is that each line item will be specific to the package size

for the product, since pricing will be different for various

packages. Listed below are the types of packages that Allegheny

Petroleum sells, and the amount of gallons in each, along with the

abbreviations you'll see in Spend Level.

GA] Bulk Gallons
T1] 330-Gallon Totes
T2] 275-Gallon Totes

DR] Drums
G] Kegs
PL] Pails

CS1] 50-Pack of Grease
CS2] 10-Pack of Grease

(330 gallons)
(275 gallons)
(55 gallons)
(12 gallons)
(5 gallons)
(43.75 Ibs)
(8.75 Ibs)
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1) Text Caption : 

Lessons 4 and 5 will show how to add line items to a quote. The tricky part is that each line item will be specific to the package size for the product, since pricing will be different for various packages. Listed below are the types of packages that Allegheny Petroleum sells, and the amount of gallons in each, along with the abbreviations you’ll see in Spend Level. 

[GA] 
Bulk Gallons 




[TT1] 
330-Gallon Totes

(330 gallons)

[TT2] 
275-Gallon Totes

(275 gallons)

[DR] 
Drums





(55 gallons)

[KG] 
Kegs





(12 gallons)

[PL] 
Pails


 


(5 gallons)

[CS1] 
50-Pack of Grease

(43.75 lbs)

[CS2] 
10-Pack of Grease

(8.75 lbs)
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Objects:

1) Text Caption : LESSON 5 Adding information to the products & “What do these columns mean?”

2) Text Caption : LESSON 4 Adding products to the quote

3) Text Caption : Open the Quote Items Tab. 

4) Text Caption : Click on the  “ + ”  button to add line items to the quote. 

5) Text Caption : Type the product code in the Search Term box and click Search Catalog.

6) Text Caption : This first line item is for bulk product. Refer to the “Before the Demo” Slide to review other package sizes. 

7) Text Caption : Check the box next to the drum (DR) option and click Link Items.  Click OK in the pop-up.

8) Text Caption : Add totes of AW 32 to the Quote. Click the  “ + ”  button. 

9) Text Caption : Select “Short Desc” from the Search Filter drop-down menu, and search for  “aw 32.”

10) Text Caption : Check the box for 330-gal totes of Altra AW 32 and link it to the Quote. 

11) Text Caption : Choose the appropriate Ship From location from the drop-down menu for each line item.

12) Text Caption : Choose the appropriate Freight option from the drop-down menu for each line item. 

13) Text Caption : Choose the package size from the Unit Of Measure column. 

14) Text Caption : From the Cost Unit of Measure column, select the amount of gallons or pounds for each line item.

15) Text Caption : Type the appropriate Volume Qty for each line item. 

16) Text Caption : Modify the Unit of Measure Quantity box if necessary. 

17) Text Caption : Type in the Price per gallon or Price per pound in the Price $ column for each line item. 
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(¥ Quote Details

Classification

Chonse File | Na fle chosen

wig

igNo.
TooazioR

Pari o

ToosTT)
Part o

Tr0sPL
pari o

1201

Part o

tem Descrpton

o Dascrpton

A Flst 1540 Gt

Dese. Commen

a2

Dese. Commer

AtaRs0 46
Desc. Commers

At B9 Gear o168

Dese. Gomir

Showing 1 fo 4 of 4 entries

ShpFram eig oy uoncry Targel 3 Fures
o ¥ v

121 Qucte At

Operator Adjustment. Adjustrent Date

$ Apply Price Agjustment
£y B 8

sy
ShipFram Frlght om castuon el gty uomay Tagats % R Eftcte

smorge P 2 FoB 3| |punpr 3| leasy 3

[ I I .

[ o

™ LEN

L [




Properties:


Display Time

: 3.20sec


Transition


: No Transition


Navigation


: No Action


Audio


: None

Objects:

1) Image : C:\Users\kiram\Documents\Western Illinois University\IDT 540 - Multimedia Development\four line items EMPTY.PNG

Slide14 
[image: image13.jpg]MODULE 1
PART C

BEFORE THE DEMO

LESSON 6 Saving the quote

LESSON 7 Exporting and downloading the quote
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quote so | can send it to my
boss? | need prices on
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= There are more actions and buttons on the
Spend Level Quote page that won't be covered
in this Level 2 of Training. (They will be
discussed in Level 3.)

= If you're curious about any of the features on
the page, jot it down in your notes and your
manager can explain it to you later.




Properties:


Display Time

: 23.30sec


Transition


: No Transition


Navigation


: No Action


Audio


: SLIDE 15 before 1C.mp3

Objects:

1) Text Caption : 

There are more actions and buttons on the Spend Level Quote page that won’t be covered in this Level 2 of Training. (They will be discussed in Level 3.)

If you’re curious about any of the features on the page, jot it down in your notes and your manager can explain it to you later. 

2) Text Caption : LESSON 6 Saving the quote  

LESSON 7 Exporting and downloading the quote

3) Text Caption : PART C
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A quote in Spend Level can be exported as either an Excel document or a PDF. 
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: 3.00sec


Transition
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Navigation


: No Action


Audio


: None

Objects:

1) Image : C:\Users\kiram\Documents\Western Illinois University\IDT 540 - Multimedia Development\four line items full.PNG

2) Click Box

3) Text Caption : Question 6 of 7
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: 3.00sec
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: No Transition
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: None

Matching
Match the each of the following package sizes on the left to their abbreviations you’d find in Spend Level on the right.

Column 1
Column 2

Points


: 10


Type


: Graded


Passing grade-Action
: Go to the next slide


Number of attempts
: Infinite


Failure Messages

: 1


Reporting-Objective Id
: Quiz_2020111143924


Reporting-Interaction Id
: 182962Objects:

1) Text Caption : Question 7 of 7
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PART A DEMO:
New Purchase Order
1. Opening the Store Simulator Widget
2. Finding the company and quote
3. Adding products to the order

4. What to do if a product does not appear in the store

PART B DEMO:
5. Editing the Cart
6. Submitting the Order
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: No Action
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Objects:

1) Image : C:\Users\kiram\OneDrive\APPC\oil splash.jpg

2) Image : C:\Users\kiram\OneDrive\APPC\oil splash.jpg
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PARTA BEFORE THE DEMO

New Purchase Order
LESSON 1 Opening the Store Simulator Widget

LESSON 2 Finding the company and quote
LESSON 3 Adding products to the order
LESSON 4 What to do if a product does not appear in the store

= In order to complete the steps taken in Lesson 2, there must
already be a company entry and a linked quote for the customer.

= Without a pre-existing quote, you will not be able to punch in to
the store for the customer and see any products available to
purchase.
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Transition


: No Transition
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: No Action


Audio


: SLIDE 24 before 2A.mp3

Objects:

1) Text Caption : In order to complete the steps taken in Lesson 2, there must already be a company entry and a linked quote for the customer. 

Without a pre-existing quote, you will not be able to punch in to the store for the customer and see any products available to purchase. 
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NEW PURCHASE ORDER
PART A

BOB’S TRUCKING

Purchase Order Number: 123456
REQUESTED SHIP DATE: 11/19/20

SHIP TO: Main Shop Read the details included
in the purchase order,

[#11005] Altra AW 32 then begin the demo to

2 (330-gal) Totes @ $3.45/gal learn how to enter it on

the Spend Level Store.
[#10082] Altra Fleet 15W40 CK-4

1,500 bulk gallons @ $5.98/gal

BEGIN DEMO

COMMENTS :
Please confirm ship date with Jane.





Properties:


Display Time

: 29.90sec


Transition


: No Transition


Navigation


: No Action


Audio


: SLIDE 25 purchase order.mp3

Objects:

1) Text Caption : Your customer, Bob’s Trucking, has just placed an order for delivery! 

2) Text Caption : Read the details included in the purchase order, then begin the demo to learn how to enter it on the Spend Level Store. 
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REQUESTED SHIP DATE: 11/19/20
SHIP TO: Main Shop

[#11005] Altra AW 32
2 (33e-gal) Totes @ $3.45/gal

[#10082] Altra Fleet 15WA0 CK-4
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COMMENTS :
Please confirm ship date with Jane.
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: 96.80sec


Transition


: No Transition


Navigation


: No Action


Audio


: (Clip)Recording1.wav

Objects:

1) Text Caption : LESSON 1 Opening the Store Simulator Widget

2) Text Caption : LESSON 2 Finding the Company & Quote

3) Text Caption : LESSON 3 Adding Products to the Cart

4) Text Caption : LESSON 4 What to do if a product does not appear in the Store

5) Text Caption : Sign in to Spend Level. 

6) Text Caption : Open the Store Simulator Widget.

7) Text Caption : Search for Bob’s Trucking to open the store for their Quote & Company.

8) Text Caption : Select Bob’s Trucking from the drop-down and Punch In. 

9) Text Caption : Add 2 totes of AW 32 to the Cart.

10) Text Caption : Add 1,500 gallons of bulk Altra Fleet 15W40 CK-4 to the Cart.
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Purchase Order Number: 123456

REQUESTED SHIP DATE: 11/19/20
SHIP TO: Main Shop

[#11005] Altra AW 32
2 (330-gal) Totes @ $3.45/gal

[#10082] Altra Fleet 15W40 CK-4
1,500 bulk gallons @ $5.98/gal

COMMENTS :

. 3 . There is no bulk option for Altra Fleet 15W-40 CK-4.
Please confirm ship date with Jane. There is only a line item for drums.
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: SLIDE 27 roadblock.mp3

Objects:

1) Image : C:\Users\kiram\Documents\Western Illinois University\IDT 540 - Multimedia Development\screenshot SL cart roadblock activity 2 totes added.PNG

2) Text Caption : There is no bulk option for Altra Fleet 15W-40 CK-4. There is only a line item for drums.  
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Objects:

1) Text Caption : Open the Quote Manager Widget.

2) Click Box
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: 3.00sec


Transition


: No Transition


Navigation


: No Action


Background

: Background2


Audio


: None

Objects:

1) Click Box

2) Text Caption : Open the Quote Manager Widget.
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Transition
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Objects:

1) Click Box

2) Text Caption : Open Kira’s Quote folder.
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Navigation
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Objects:

1) Click Box

2) Text Caption : Open the Quote for Bob’s Trucking.
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Background
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: None

Objects:

1) Click Box

2) Text Caption : Open the Quote Items Tab.
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Objects:

1) Click Box

2) Text Caption : Click the  “ + ” button to add a new line item to the Quote.
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Background
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Objects:

1) Click Box

2) Text Caption : Click in the Search Term box.
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Transition
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Background
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Objects:

1) Text Entry Box

2) Text Caption : Search for product #10082. Click the Search Catalog button.
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Check the box next to the bulk line item.





Properties:


Display Time
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Objects:

1) Click Box

2) Text Caption : Check the box next to the bulk line item.

Slide39 
[image: image37.jpg]ROADBLOCK EXERCISE

e sk Sasren

$ Quoe Prisng Mansger Q seaen

S Casiog Seaen e Sexenem

“Aseghery e st MigPanio 7o Qsearen Catsog

sooe & Fourrss ik Box
o Correct!

O wanscurscrstio.  ~ snonossergin

B 5ot Tcking DENO)
= Corens Cusomers
© DoNoTADWST 10szcsa

1002 s Pt 190640 0k

| Laures utes

= ks uctes e

10s2KES
T0s2pL e

10ssE s Pt 190640 Gt
g2 s Pt 190640 Gt

10sT2 s Pt 190040 Gt

Showing 10 8078 enzies

Link the Item to the quote.
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Objects:

1) Click Box

2) Text Caption : Link the Item to the quote.
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Objects:

1) Click Box

2) Text Caption : Click OK.
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: 5.00sec


Transition
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: No Action


Background
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Objects:

1) Text Caption : Great job! You’ve successfully added a line item for bulk Altra Fleet 15W40 CK-4. We’ll fill in the rest for you. 
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Objects:

1) Text Caption : Nice! Now you can go back to the Store to finish placing the order. 
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Purchase Order Number: 123456 Lesson 5, there must already be a company

REQUESTED SHIP DATE: 11/19/20 entry and a linked quote for the customer.

SHIP TO: Main Shop

[#11005] Altra AW 32 = Without a pre-existing company entry, you

2 (330-gal) Totes @ $3.45/gal will not be able to select a Ship-To location

since those options only appear in the
[#10082] Altra Fleet 15W40 CK-4

1,500 bulk gallons @ $5.98/gal

drop-down menu as they are pulled from the
company's profile.

COMMENTS :
Please confirm ship date with Jane.
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Transition


: No Transition


Navigation


: No Action


Audio


: SLIDE 43 before 2B.mp3

Objects:

1) Text Caption : In order to complete the steps taken in Lesson 5, there must already be a company entry and a linked quote for the customer. 

Without a pre-existing company entry, you will not be able to select a Ship-To location since those options only appear in the drop-down menu as they are pulled from the company’s profile.
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Transition


: No Transition
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: No Action


Audio


: SLIDE 44 Module 2B Demo.mp3

Objects:

1) Text Caption : Go back to the Store Simulator for Bob’s Trucking. 

2) Text Caption : Add 1,500 gallons of bulk Altra Fleet 15W40 CK-4.

3) Text Caption : Open the Cart.

4) Text Caption : Add the Ship-To location from the drop-down menu.

5) Text Caption : Type in the Purchase Order number.

6) Text Caption : Type in any customer comments.

7) Text Caption : Add the Requested Ship Date.

8) Text Caption : Click the Checkout button.

9) Text Caption : LESSON 5 Editing the Cart

10) Text Caption : LESSON 6 Submitting the Order
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: 42.20sec


Transition


: No Transition
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: No Action


Audio


: SLIDE 45 after 2B.mp3

Objects:

1) Image : C:\Users\kiram\Downloads\OneDrive_1_12-1-2020\dandy new order SL.PNG

2) Text Caption : 1. New Order Notification

3) Image : C:\Users\kiram\Downloads\OneDrive_1_12-1-2020\dandy scheduled SL.PNG

4) Text Caption : 2. Ship Date Scheduled Notification

5) Image : C:\Users\kiram\Downloads\OneDrive_1_12-1-2020\dandy shipped notifiction SL.PNG

6) Text Caption : 3. Shipped Notification

7) Text Caption : Spend Level automatically sends notification emails throughout the order process.
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Objects:

1) Image : C:\Users\kiram\Documents\Western Illinois University\IDT 540 - Multimedia Development\blank cart.PNG

2) Text Caption : Ship-To Address

123 Main Street

Pittsburgh, PA 15213

Requested Ship Date
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1) Image : C:\Users\kiram\Documents\Western Illinois University\IDT 540 - Multimedia Development\full cart.PNG
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Objects:

1) Text Caption : BOB’S TRUCKING

Purchase Order Number: 7754

REQUESTED SHIP DATE: 11/25/20

SHIP TO: West Shop

[#10082] Altra Fleet 15W40 CK-4
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: None

Objects:

1) Click Box
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1) Click Box
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Objects:

1) Text Entry Box
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1) Click Box
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Grab your manager before you start so they can be sure you don’t miss any important parts of the
process. For your assessment, create a quote for Dale’s Drilling in Spend Level under your folder
based on the quote request from Frank below. Then, place an order for them on the Spend Level
Store using the purchase order below. Good luck!

QUOTE REQUEST

Can you send me a formal quote so
| can send it to my boss? | need
prices on totes of AW 46, bulk Altra
R&O0 68 and drums of product
#11210 delivered to our Main Plant
in Greensburg, PA.

Thank you,
Frank
Dale’s Drilling

PURCHASE ORDER

PO#: 68003

REQUESTED SHIP DATE: 12/7/20
SHIP TO: Main Plant

[#11e05] Altra AW 46
2 (330-gal) TOTES @ $3.45/gal

[#11210] Altra Gear 0il EP 220
1 DRUM @ $4.98/gal

COMMENTS :
Please let Frank what time to expect

delivery.
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