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Paperless Delivery Solutions—Getting Started

Prepare your Data

Online Access Standard and E-Delivery uploads require valid recipient email addresses. 1099 Pro offers sample
import files to help customers successfully import their data. An RCP EMAIL import field is provided to ensure
that recipient email addresses are correctly mapped and imported into our software. See https://
wiki.1099pro.com/display/PDWA/Import+Field+Definitions+and+Data+Types.

A B C F H | J 1) P
1 RepTIN  |Last NamefCompany |First Name |Address Deliv/street |city |state |zip  |Rep Email |Box 1 Amount
9 | 555-22-1234 Tuna Charlie 1000 Deean 5t Santa Monica CA 90402 charlie.tuna @ocean.com la64

Image 1—Include recipient email addresses in the RCP EMAIL field of your import file.

Submit Your Upload

It’s important to create and submit the appropriate type of upload to the Service Bureau. Both Online Access
Standard and E-Delivery uploads must contain a valid email address for each recipient. A valid email address
matches the one used by the recipient to register on VIEWMYFORMS. If there is an email mismatch, the recipi-
ent cannot access their forms online. Once the Service Bureau approves your upload file for processing, the tax
form data (including recipient email addresses) cannot be edited. The only recourse is to submit a new upload
file, for a fee.

E-Delivery Uploads
Select “Electronic Delivery” only if your recipients have registered on VIEWMYFORMS and your upload includes

recipient email addresses. Recipients who have not provided consent to electronic delivery, or who registered
with an email address different than

. . . Create Upload File Wizard
the one provided in your upload file, i

automatically receive a paper tax form |&9  Create a Service Bureau Print/Mail Upload File )
in the ma|| (at the standard Pr|nt/|\/|a|| These options will help you create a file for printing and mailing your forms via the Service Bureau

Step Options

rate). 1: Select Filers @ All of my Filers O Select (Tag) Filers
Specify which Filers O Current: PCODE

should be processed
Select a TIN Masking Option
2: Form Types O Al Form Types (O select Tag) FormTypes [ upload/Print Original f
TIN masking (called TTIN - Truncated TIN by the IRS) AR T ey petanIne e
helps to protect sensitive persenal information on will be included e N [ Upload/Print Corrections
Recipient copies of tax forms by replacing the first 5
digits of the Recipient TIN with an "X 3 gflrdh‘ﬂ:::':s = (O Print and Mail the forms () P&M with Online Access lﬁ’.ﬁﬂgeu:tﬂmpn:clgsu
elect whal e wi = . . )
Both 55N and EIM can be masked, for example: do with the forms ® Electronic deiivery © Online Access Only Use CFs: For ALL Filers
JO0-X-1234 for an 55N
JO-X0K1234 for an EIN 4: Threshholds Do not include forms with no dollar amounts
Filter tax forms based
Select the Masking Option to Use on doflar amounts
. ) 5: Contact Information T Full Name: John Doe
() Use the default setting for each Filer Who should be contacted Phone: 888-776-1099
. . if there are questions? Email: laurar@ 1099pro.com
(®) Mask all Recipient SSN and EIN:
6: Printer B Soieia diere A BeE Adobe PDF )
() Do not mask any S5M and EIM For Totals & Instructions —» aelectadifferent Printer | pocuments\".pdf (winspool)
.\ * Extra Options
Force Corrected X
v &K X Cancel \ﬂ TIN Masking: | Default per Filer 41 Extra Print Options Mﬁ;;:e Gl Create File
. . . & EmorSean: | Not scanned + Folder: | C:\1099 Pro\Pro99T20\Uploads M Back
Image 2b—Verify TIN masking options.
X Cancel

Image 2a—Create an E-Delivery upload file.
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Online Access Uploads

o Select “P&M with Online Access” for recipients to receive a paper form in the mail AND online tax form
access via VIEWMYFORMS (or your website, if using Online Access API), OR
e Select “Online Access Only” for recipients to exclusively receive online tax form access via VIEWMYFORMS
(or your website, if using Online Access API).
Create Upload File Wizard
&% Create a Service Bureau Print/Mail Upload File @
These options will help you create a file for printing and mailing your forms via the Service Bureau
Step Options
Advanced Options 1:3elact Tllers @® All of my Filers O Select (Tag) Filers
Advanced Printing/Mailing/E-Delivery Options Specr e Sl © Current: PCODEY

These opticns only apply to Printing and Mailing/E-Delivery process

Special Options for THIS run only

These special options apply to the current Printing and Mailing/E-Delivery
process ONLYT If you need to use them for more than one upload
process, you must set them again each time.

Optional message to be printed on all forms in this process
Enter personalized message up to 100 charactersispaces or selecta
message from the drop-down list.

~*SERVICE BUREAU CUSTOMERS CAN INSERT A COMF |55

Override program controlled values for this process
] Force an "X'in the Corrected box on all forms

IMPORTANT: Checking this box does NOT create a valid
correction. Please click on '? Help' for details.

h ¥

& Clear all options ? Help

o]

¥ Ccancel

should be processed

~

: Form Types

Select which tax forms
will be included

O All Form Types
(@) Current: 1099-MISC

Filter tax forms based
on dollar amounts

Az\gpic o O Print and Mail the forms
Select what the 5B will
do with the forms O Electronic delivery

4: Threshholds Do not include form

hs with no dollar amounts

(O Select (Tag) Form Types [ upload/Print Original forms

[] upload/Print Corrections

B4 | request Immediate
Filing with the IRS

Use CFS: For ALL Filers

) P&M with Online Access
() Online Access Only

Online Access was

previously known as
Web Presentment

Image 3b—Add an optional message.

: Contact Infor I Full Name: John Doe
Who should be contacted l A ontact | Phone: 888-776-1099
if there are questions? Email: laurar@ 1099pro.com
6: Printer F= = = Adobe PDF
™ Totals & Instructions (=% Selecta Printer | pg
* Extra Options
> Force Corrected "X
£l TIN Masking: | Default per Filer Extra Print Options | oo Create File
& ErrorScan: | Not scanned & Folder | ¢:\1099 Pro\Pro99T20\Uploads I Back
* Cancel

Image 3a—Create an E-Presentment upload file.

SERVICE BUREAU TIP #1

Did you know? Service Bureau customers can insert a 100-character, standardized message on recipient
forms. Use the Extra Print Options button (Images 3a & 3b) to enter your message, or select a pre-built
one. This complimentary feature is available for both paper and online recipient tax forms.

*** SERVICE BUREAU CUSTOMERS CAM INSERT A COMPLIMENTARY, 100-CHARACTER MESSAGE PER UPLOAD ***

[} CORRECTED (if checked)

or foreign postal code, and telephone no.
1099 PRO DUMMY FILER
FILER NAME 2
ADDRESS LINE 1

PAYER"S name, street address, city of town, state cr province, country, ZIF

OME Mo, 15450116

2020

O

Optional Text Line 1 Field
Optional Text Line 2 Field

$

Form 1099-NEC
o B
(888) 776-1099 3 500000.00 Compensation
PAYER'STIN RECIPIENT'S TIN 2 CDPY B
19-9999999 XXX-XX-1234 For Recipient
RECIPIENT™S name 3 This is important tax
information and is being
fumished tothe IRS. If you
are required to file aretum,
; 4 Federal income tax withheld 3 negigence penalty or
Charlie Tuna Teposed m you # e
Apl 2506 neame is teabie and the
1000 Ocean St I R
Greenfield, MN 55572
10000.00
Account number (see nstructions)  |FATCA fin 5 Statetax withheld 6 StatelPayer's stae no 7 e income
requirermeni

CA 99999999 $ 2500.00

Form 1099-NEC

(keep for your facords)

wondirs goviForm1099NEC

Department of the Treasury - Intemal Revenue Sarvice

Image 4—Sample 1099-NEC illustrates optional message field placement and Optional Text Lines 1/2.

OCTOBER 2022

1099PRO.COM

PAGE 2 | 10




VIEWMYFORMS—Corporate Account

After submitting your upload file, expect a Service Bureau Upload Received email with your unique Authorization
Code and Activation Key. Use this information to create your VIEWMYFORMS corporate account.

SERVICE BUREAU UPLOAD RECEIVED

This message confirms that your 1099 Pro Upload file was successfully received by the 1099 Pro
Service Bureau on Thursday, February 4, 2021

Your upload and control totals have not yet been verified by the Service Bureau. As your file
is processed, you will receive step by step email confirmations until processing is
complete. Further action may be required.

SERVICE BUREAU UPLOAD DETAILS

¢ Customer Name: Ray's Test Co.

* Customer Number: 37738

* Upload Tax Year: 2020

* Upload Identifier: DS 4-OPNN0SS
* Upload Purpose: Web Present

FOR ONLINE ACCESS / E-DELIVERY UPLOADS ONLY

« If you requested to have the forms in this Upload posted online, use the following
login credentials to view your forms and/or obtain your API keys
o Authorization Code: B0
o Activation Key: FDC3B3E6

o Website URL: hitps /vww viewmyforms com/corporate/login

Image 5
Using Your Account

Go to the VIEWMYFORMS corporate portal at https://www.viewmyforms.com/corporate/login and activate your
account.

Recipient Login

ViewMyForms.com

Download & print your 1098, 1099, and W-2 forms
Powered by the 1099 Pro, Inc. Service Bureau

Existing accounts Activate account
Have an existing account? Haven't activated your account? Type in your authorization code and
activation key.

* Authorization Code

Email
Password

*Activation Key
FDC3B3E6

Activate Account *

Forgot your password? click here.

Login

Home | Privacy Policy | Fag

© 1099 Pro, Inc. 2021 "Safe and secure access to your tax forms™

Image 6
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2. Once logged into your corporate account, verify your name and email address. Create and save your login
password.

View your unique APl and Shared keys at your corporate account screen. These keys are important for
Online Access (API) customers. Customers using standard Online Access should disregard the keys.

Wreleame, laurar - Log off - Edit my account

ViewMyForms.com

lovminad & prnt your ISR, 1099, and W-2 fomis
Fowered by the 1095 Pro, Inc. Service Bureau

Edit

Hame RAVE TEST CO. |
Email |ME-Eg k] T will ke your login name)
Change your password
Fyou wank ke charga yeur pacswerd ansr tha naw pasowaends balow

" [
Pagsword

| Save
: Your unique API keys are required to use Online
Eack to List Access APl services. Share this information with
Api Keys 4 your developer. Disregard the keys if using
== Online Access Standard.
Agi Kayi E6OAREGL4122306 29 -
Shares Key: D437R890 LN

Home | Privacy Palicy | Faq

£ 1099 Pro, Inc. 2021 "Safe and secure 30CR5s To your tax forms™

Image 7

3. The My Uploads screen (Image 8) opens automatically after saving your corporate account password. This
screen lists all upload files submitted to the Service Bureau for E-Delivery and Online Access services. Here
you can sort and view uploads, determine their status, and download Control Totals Reports for active and
cancelled uploads.

To view the individual tax forms associated with an upload, select the upload filename.

Welcome, laurar - Log off - Edit my account

ViewMyForms.com

Download & print your 1098, 1099, and W-2 forms

Powered by the 1099 Pro, Inc. Service Bureau

My Uploads

Show [S0 v | entries Search:

Select to view the [ Canceled 2020
recipient records - Clrcae 2029 | Select to download the
associated with D9705514-0PNNOES. ZIP 1 Need to bill user for print/mail 2020 --::_'" Control Totals Report
this upload file. C9652262-08YNCOL.ZIP 12 Canceled 2019 2 ] associated with this upload.
€9652262-0BYN 12 12 Canceled 2019 ] \ .
Showing 1 to 22 of 22 entries First | | Previous | 1] | Mext || Last

Home | Privacy Policy | Faq

© 1099 Pro, Inc. 2021 "Safe and secure access to your tax forms™

Image 8
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4. View all forms associated with an upload file at the View Uploaded Forms screen (Image 9). At this screen
you can:
e Download individual PDF copies of recipient tax forms.
e Determine recipients who opted IN/OUT of electronic delivery services.
e View tax form print dates, as appropriate.
e Export this spreadsheet in CSV format (Image 10). This CSV document contains individual recipient tax
form URLs for E-Presentment API customers. Review E-Presentment API Specifications, later.

Welcome, laurar - Log off - Edit my account

ViewMyForms.com

Download & print your 1058, 1099, and W-2 forms
Powered by the 1099 Pro, Inc. Service Bureau

View/sort recipients who View/sort tax
View Uploaded Forms opted in for electronic form print date,
. [ Select to export this ] delivery services. as applicable.
; his soreadsheet spreadsheet in CSV format.
Shaowe [100 ) entries arch:| |
Tax ﬂar# SSNJEIN 3 Last name
1099 Pro Inc. 2020 123-22-1234 TUNA, CHARLE 1093-NEC No /42021 |
Showing 1 to 1 of 1 entries vaus 1| | Next | | Last
Select to download PDF copy
Home | Privacy Policy | Faq of this recipient's tax form.

© 1009 Pro, Inc. 2021 "Safe and secure access to your tax forms"

Image 9

A B (c D E F

Tin .IFirst name Last name Email Account  Url

https://www.viewmyforms.com/account/download/2

123-22-1234 CHARLIE  TUNA CHARLIE TUNA@OCEAN.COM 020/d1976282-3d65-4f65-bcdb-8a5d467ccdbe
Export ()] 1 »
Image 10

5. When tax forms are available, eligible recipients receive an email or text message alert, per their registration
selection (Image 12). Recipients who registered AFTER an upload file is submitted do not receive an alert.
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VIEWMYFORMS — Recipient Account

Regardless of the VIEWMYFORMS service used, the recipient sign up process is identical. If a recipient attempts to
sign up with an email address that is already associated with an account, VIEWMYFORMS automatically emails
them a password reset link.

Corporate Login

ViewMyForms.com

Download & print your 1098, 1099, and W-2 forms
Powered by the 1099 Pro, Inc. Service Bureau

Login Sign up
Have an account already? Don't have an account? Sign up now and get your tax forms electronically.
Email address § *Email address
charlietuna@ocean.com
Password A password will be emailed to you.
I | signup
| Login

Forgot your password? click here to reset it.

Home | Privacy Policy | Fag

@ 1099 Pro, Inc. 2021 “Safe and secure access to your tax forms™

Image 11—New recipients register on VIEWMYFORMS.

Welcome, laurar - Log off - Edit my account

ViewMyForms.com

Download & print your 1098, 1099, and W-2 forms
Powered by the 1099 Pro, Inc. Service Bureau

B e O Image 12—Recipients create their VIEW-
MYFORMS account (or edit their existing
Firstname | Charlie account). This includes selecting their tax
Last name | Tuna form alert preference; either via email or
text message.

All bolded fields are required.

Send email Send me an emnail when I receive new forms.

Send text message [ | |[- Select Provider . v Recipients who register AFTER an upload is

Send me a text message when I receive new forms. submitted automatically receive a paper
form in the mail. Although recipients can
still access their forms online, they will not
receive a tax form alert notification from
VIEWMYFORMS.

Change password

Your temporary password has expired and must: be changed.

New Password |sssesees

Verify Password |ssssssss

Back to forms

Home | Privacy Policy | Faq

@ 1099 Pro, Inc. 2021 “Safe and secure access to your tax forms™
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ViewMyForms Tax Form Portal

CONSENT FOR E-DELIVERY OF TAX FORMS

Image 13—After successfully registering on

Thank you for completing the registration process and for using the ViewMyForms electronic VIEWMYFORMS, recipients receive a

delivery portall Now all you have to do is wait until the company / institution, that is preparing Consent for E-Delivery of Tax Forms email.
your tax forms, makes them available online. You will receive an email notification when this This importa nt email outlines consent, how
occurs.

to withdraw it, and other key information.

Please find the details of the electronic delivery (e-delivery) process below.
Consent to Electronic Delivery

* This email confirms that you have given Consent to receive your tax form(s)
electronically.

* This consent is valid for the current Tax Year and all future Tax Years that a statement will
be furnished to you.

Withdrawing Consent

* You may withdraw Consent to receive tax form(s) electronically at any time.

* Should you wish to withdraw Consent to receive your tax form(s) electronically, please
notify the Company/Institution issuing your tax form(s) as soon as possible.

s You must withdraw your Consent in writing, either electronically or on paper.

* The Company/Institution issuing your tax form{s) will then confirm your withdrawal of
Consent either electronically or on paper.

Viewing Tax Forms & Paper Delivery

* You may login and edit your Account information at any time.

* Please note if you are receiving this email on or after January 10th, a paper copy of your
tax form may have already been mailed to you.

* Should you wish to have a paper copy mailed to you after receiving your tax form
electronically, please contact the number listed at the top of your tax form.

* Requesting a paper copy be mailed to you does not constitute withdrawal of Consent to
receive your tax form(s) electronically.

Questions or Concerns

¢ Please direct any questions concerning your tax form(s) ViewMyForms Tax Form Portal
the company [ institution listed at the top of your form.
* The phone number will be listed in the upper left-hand co

* Your tax forms, for each Tax Year, will remain available u Y(__) U R TAX FO R M (S) A R E AVA' LA B |_ E N (__)W

year, as required by the IRS.

Thank you and welcome to ViewMyForms! Your tax form(s) are now available online! Please follow the steps below to access your tax forms
and retrieve PDF copies

How to Access Your Tax Form(s)

+ Please login to: hitps./vaww viewmyfomms com/

Image 14—When tax forms are ready to
access, VIEWMYFORMS sends eligible
recipients the Your Tax Form(s) Are Avail-
able Now email or text alert. « You'e all sett

* Your tax forms will be immediately visible by Tax Year and Form Type.

= Click on the tax form to view and download a PDF copy of the form

. . . . Additional Information
Recipients can immediately log into

VIEWMYFORMS and view, download, = Your tax forms will remain available until October 15th of this year.

and print their tax forms. « Should you be unable to access your tax form(s) or have any questions concerning
the information reported on your tax form(s), please contact the company /
institution issuing your tax form.

* The contact phone number, for the company / institution issuing your tax form(s), will be
listed in the upper left-hand corner of the tax form

Thank you and we hope that you find this service useful!
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Downioad & print your 1098, 1099, ed W2 forms
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Home | Privacy Policy | Fag

© 1099 Pro, Inc. 2021 “Sale and secure stoess 1o your tax forms”

Image 15—Recipient logged into their VIEWMYFORMS account.

SERVICE BUREAU TIP #2

Did you know? In 1099 Pro software, TIN Masking is enabled by default for all filers. Recipient TIN masking
means that on recipient copies, only the last four digits of a recipient’s TIN are visible, e.g., XXX-XX-1234.

To ensure TIN masking is enabled for your print upload, select the TIN Masking button when creating your
Service Bureau Print/Mail Upload file (Images 2a & 2b).
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Frequently Asked Questions

1. How quickly are Service Bureau uploads approved? Most uploads received by 5PM PT on business days are
approved within a few hours. The Service Bureau does not process uploads on weekends or holidays.

2. How quickly are forms posted to VIEWMYFORMS? Once approved, forms are posted immediately.

3. Can recipients immediately access their forms? No, it may take several hours for forms to be accessible by
recipients.

4. How are recipients notified? Recipients are notified by email or text alert when tax forms are available. This
assumes that 1) the recipient registered on VIEWMYFORMS prior to the upload approval, and 2) the recipi-
ent registered with the identical email address used in the Service Bureau upload file.

5.  When do recipients receive tax form alerts? Within a few hours of the upload approval.
6. None of my recipients registered on VIEWMYFORMS, can they still access their forms? Yes, but they will not
be notified by VIEWMYFORMS that tax forms are available. Filers can directly contact their recipients and

encourage them to register on VIEWMYFORMS to receive online access to the forms.

7. How long are tax forms available on VIEWMYFORMS? Forms are posted indefinitely, although the IRS only
requires them to be available through October 15 of the calendar year first posted.

8. Can | change the email address associated with a recipient? Only by submitting a new upload file, for a fee.
9. Who should recipients contact if they have questions about their form? The recipient contacts the filer who
issued the form. If a recipient contacts Sovos 1099 Pro with questions about their tax form, or for help ac-

cessing VIEWMYFORMS, they are redirected to the issuing filer.

10. Does VIEWMYFORMS support corrected forms? Yes, recipients can view/access all tax forms issued to them
by the filer including originals and corrections for current and prior tax years.

11. Can foreign recipients register on VIEWMYFORMS? Yes. VIEWMYFORMS allows any recipient with a valid
email address to register on our site.

12. Can recipients reset their VIEWMYFORMS logon password? Yes, a password reset option is available.
13. | want to include a message (or insert) with my forms, is that available on VIEWMYFORMS? Service Bureau

customers can include a complimentary, 100-character message on forms (Images 3a & 3b). For details on
insert pricing and requirements, email SB@1099pro.com.

14. Can the Service Bureau delete uploads? We cannot delete uploads posted to VIEWMYFORMS. For a nominal
fee however, our programmers can hide an upload so that it is not visible to recipients.

15. How is Online Access APl implemented on my website? Provide our Online Access API Specifications docu-
ment to your programmers for guidance. Our programmers can answer additional developer questions.

16. Where can | find help? In any 1099 Pro software product, use <F1> on your keyboard to access context-
sensitive help. Watch video tutorials of common tasks at https://www.1099pro.com/videos.asp.
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Online Access (API) Specifications

1. Simple HTTP POST via SSL Encrypted Channel:

POST https://www.viewmyforms.com/corporate/api/formsdirect

POST Parameters:

e apikey = Required, Unique 32 character string assigned by 1099 Pro.

e privatekey = Required, Unique 16 character string assigned by 1099 Pro.
e year = Required, 4 character year.

e output = Optional, Specify output format as “html”, “xm
Additional Filtering:

e tin = Optional, 10-11 character string representing the recipients tin (must include dashes).

email = Optional, 65 character string representing the recipients email address.

account = Optional, 25 character string representing the recipient account number.

filer = Optional, 10-11 character string representing the filers tin (must include dashes).

form = Optional, if not passed then all form types will be returned. If passed, it must be one of the following: 1042-
S, 1095-B, 1095-C, 1098, 1098-C, 1098-E, 1098-F, 1098-T, 1099-A, 1099-B, 1099-C, 1099-CAP, 1099-DIV, 1099-G,
1099-H, 1099-INT, 1099-K, 1099-LTC, 1099-MISC, 1099-NEC, 1099-0ID, 1099-PATR, 1099-Q, 1099-R, 1099-S, 1099
-SA, 3921, 3922, 5498, 5498-ESA, 5498-SA, W-2G, W-2, or W-2C.

|/r

, or “csv”, default is xml.

2. Simple XML, HTML, or CSV Response with Form Links:

XML:

<?xml version="1.0" encoding="UTF-8" ?>

<response><results><result>
<url>https://www.viewmyforms.com/account/download/2010/7136870b9-4bbb-48c5-9e9f-dfd0c2912b9b</url>
<form>1099-MISC</form>

<correction>true</correction>

<tin>555-22-1234</tin>

<email>charlie.tuna@ocean.com</email>

<account>AC-56</account>

</result></results></response>

HTML: (Can be output directly to your webpage with additional filtering)
<a href="https://www.viewmyforms.com/account/download/2010/713687b9-4bbb-48c5-9e9f-dfd0c2912b9b'>2010-
1099-MISC</a>

Csv:
"https://www.viewmyforms.com/account/download/2010/7136870b9-4bbb-48c5-9e9f-dfd0c2912b9b","1099-
MISC","false","555-22-1234","charlie.tuna@ocean.com","AC-56"

3. Thedirect link allows your recipients to View, Print, Download, and Save their form from your website:

& hops 10%%pra cam J ' 33-9e * @|C|X 3 100pr cam
| —— e — — il el S T B

Dermo Filer

e

123 Filer Road ——— 201 0

Suit 122 . hem 1F-MBE

Beverly Hills, CA 80210 TPl | K R ———— Mescellanicus
u L nuome

123458 T [ 450105 L 2000

Chafie Tuna

Apt 2506

1000 Ocean St
Santa Momica, CA 80402

T | Opioe 11 JTE B
s | wuaen covtinad anty s A
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