The following are tips compiled by PeerPlace to assist you as you transition to the new Senior
Tracking, Analysis and Reporting System (STARS).

First, we would like to thank you all for doing a great job during training of the new system. We
know it can be tough making any type of change, however, we promise that we are here to help
you every step of the way. Don’t forget that you have access to the training materials including
new training videos, training materials, user manuals, and the DFTA Help Desk whenever you
need assistance.

Below is some helpful information we want to share to make your Go-Live day successful:

I. STARS Live Site Log In Information

On Go-Live Day, you will log into a new web address with the same user name and initial
password that we used at training. This is as follows:

Web Address: https://nyc.peerplace.com

User Name: firstname.lastname.nyc

Password: Please refer to the default password that was provided to you at training
** Remember you will be prompted to change your password using the Support link
once you log in for the first time.

Important Note:

Be sure to go to the new URL when you are ready to begin entering live data. The training site
will remain on to be used for ongoing training as a play database so be sure you are in the right
place.

User Administrators:
All User Id’s created at training were copied to the new live site for you. Please create User ID’s

via the User Admin View on the Portal Page for all other users in your agency

Il. Data Import Update

The data import from your previous system was completed successfully for your clients, which
includes, the Client Profiles, Program Consent, Emergency Contacts, Client Activation into your
programs, NSl and Imported Notes.

11l. First Steps in PeerPlace

The following are the first steps we recommend starting within the new system:

1. Review your current clients in the system (Hint: Run the “Active Client” View Builder View
to see a list of your current active clients)

2. Set up all Event Profile Templates for your program (i.e. Congregate Meal Templates,
Physical Health Templates, etc.)

3. Enter any new client data that you have received via paper since SPP/PDS was turned off on
March 18"


https://www.peerplace.com/ohpsa2�

4. Begin entering units for all services provided in your program (Hint: These can be entered
using the Event Profile templates for group bulk entry (i.e. Meals, Events) or individually in
the client open Registration in Units Entry (i.e. for individual services like Case Assistance)

IV. New Additions since Training

1. Event Sign Up Section on Registration Form — You will notice a new section in the
Registration Form called”Event Sign Up”. This was an idea that came up at training and
includes all of the open Event Profiles you create in your program and will allow you to sign
a new client up for as many Events as you would like all at the same time. This will be a big
timesaver and just keep in mind that this is another good reason to create all of your Event
Profiles right when you Go-Live.

2. Active Clients Report — A new report was created after the many ideas that came up at
training. This report will list all clients that are Active in your program with the option for a
Barcode.

V. Other Optional Items

A. Desktop Shortcut to PeerPlace

If you’d like to create a shortcut on your desktop for PeerPlace you can do this with
a few simple clicks. | thought I’d add the directions here in case you need them:

1. Go to your PeerPlace Website at https://nyc.peerplace.com

2.  Go to your Favorites dropdown at the top of the screen and select “Add
to Favorites”

3. Once “PeerPlace Login” shows up on your favorite’s dropdown list you
can scroll over the favorite and right click. This will bring up another
dropdown list with “Send To” in it, which you can click and then click
“Desktop”. This will automatically create a shortcut on your desktop for you
so that you do not have to type in the web address every day.

B. Google Tool Bar & Pop up Blocker Instructions:

There are two additional documents attached that you can look into once you get
settled. Some agencies like to install the Google Tool Bar for the spell check
feature. The pop up blocker instructions are helpful as well to be sure you do not
have PeerPlace blocked. We have a timeout warning that comes up after 20
minutes of no activity warning you to press yes to continue or it will eventually log
you out at 25 minutes if you have stepped away from your desk.

Please let us know if you have any questions and feel free to call the DFTA Help Desk if you
need assistance.

Thank You!
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Adding the Spell Check Ability to STARS Quick Steps

You can add spell checking to STARS by installing the Google Tool Bar. Follow the steps below:

1. Inyour Web Browser, go to: htt

toolbar.google.com

e Google Toolbar - Take the power of Google with you anywhere on the web! - Windows Internet Explorer

RN |2~

¢ Favarites

@'{)' ‘g, google.cam
File Edit View Favorites Tools Help

@ Google Toolbar - Take the power of Google with you a...

Google toolbar

Download Google Toolbar
MNew! Get search results as you type with Google Toolbar 7

s

puzpet

puppy names
puppy bowl
pusples for sale
Puppy chow recipe

Gogle| puel - [ 4 Mo n - o -
‘ pupples

© Google - Toolbar Privacy Policy - Help

Download Google Toolbar

Privacy Policy - Requires Internet Explorer 6.0+, Windows XP

SP3VistalT+

See search results as you type
with Google Instant at your fingertips

Translate web pages instantly
with autornatic language detection

Personalize your Toolbar
and display only the tools you use.

Leamn more.

Change language: | English (US) >

2. Click the Install Google Toolbar hotlink.
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Z Google Toolbar, - Terms and Conditions Agreement - Windows Internet Explorer,

@ A ‘G google.com || | B4y x| (AT
: File Edit View Favorites Toadls  Help
¢ Favarites @+ Google Toalbar - Terms and Conditions Agreement

Google toolbar

Google Terms of Service

1. Your relationship with Google

Google. “Google” means Google Inc.. whose principal place of business is at 1600

how the agreement is made up. and sets out some of the terms of that agreement.

1.1 Your use of Google's products, software, senices and web sites (referred to collectively as
the “Services” in this document and excluding any senices provided to you by Google under a
separate written agreement) is subject to the terms of a legal agreement between you and

Amphitheatre Parkway. Mountain View, CA 94043, United States. This document explains

1.2 Unless otherwise agreed in writing with Google, your agreement with Google will always

B3

[E3

Printer-frigndly version

Usage statistics sent by the Toolbar are not associated with your personal information, and can be disabled through the Toolbar

Cptions

By downloading, you agree to our Terms & Conditions above and Privacy Paolicy.
Configure your Toolbar

Set Google as default search in Intermet Explorer and notify me of changes
Set my home page to Google

[ Accept and Install ” Cancel ]

©2011 Google - Privacy Palicy

3. Click the Accept and Install button.
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E Google Toolbar - Windows Internet Explorer

A ® Q8 hitp: kool google. comfdlpage taalbar fthankyau, htmlthl=enibrand=5GGHP&Roneclickinst alled=2: | % @ +
has

|

File Edit \Miew Favorites Tools  Help

W F3 — ‘
7] Google Toolbar Installer E]

Downloading Google Toolbar, 3 secondis) remaining. . .

[--------I-I-I-I-I-----------------

T

If vou are having trouble with the download, click here.

2011 Google - Privacy Policy

4. Click the Restart Now button.
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€ Google Toolbar - Windows Internet Explorer

pwaRoneclickinstalled=2 V||

73 Google Toolbar Installer,

Thanks for installing. ou must restart all wour browsers before using
Google Toolbar,

l Reskart Mow ] [ Restart Later

Thanks for trying Google Toolbar!

The installer should complete in seconds.

If vou are having trouble with the download, click here.

2011 Google - Privacy Policy

5. Click the Ok button.
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/"~ Google Toolbar is now installed - Windows Internet Explorer

pr—m— — —
@'@ |£‘ bbb feass, googlecomtoolbar e done . bl VH E | |“1
: Fil=  Edt ‘iew Favorites Tools  Help
g ER Gﬂ*g't w i’ Search = |4
5.7 Favarites [-!. zooale Toolbar is now installed

Thank you for installing Google Toolbar!

A

Google Toolbar will manage your search settings and
alert you of any changes.
VWelcome to
GOUSIE Toolbar r 7 is now fl

[ Ok J

ogelsmic - 44| flon - H4(I]Qn F 4 &
il e = =

Search with Google Instant Find things faster Translate languages

Soorrh with Tonlbor Inctant |

6. Click the No thanks button.
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= Google Toolbar is now installed - Windows Internet Explorer

P ———— > —_— —
a@ -] ':,,l hiktp: f e, google, com)toolbarfiejdone. html V|| @ | |*"r|
: Fil= Edit VWiew Faworites  Tools  Help
i x G03|E| V"_._.lSearch*--M
7.7 Favorites | 88 Goodle Toolbar is now installed | |
Discover cool stuff with Google Related in Toclbar!
By enahbling enhanced features, you allow Google Related to show you useful and interesting
content related to the pages you're browsing at the bottom of your page.
‘ Google h You
Related - Tube
5 now fag

Please note, this isn't the usual yada yada:
[fyau enakle enhanced features, the LRLs, latency, and other information akout the sites vou ———
visit will ke anonymously sent to Google. We use this data to track site reliability and usage in I_ ‘|. &a

arderto improve many of our products. (Privacy Paolicy).

juages

[ Mo thanks ] L Enable enhanced features]

Get search results as you type with Toalbar Instant.

- [E=aFE |
ﬂ{q‘yﬁmm\mmwm “|& ] ) veuruee |Dowgoe = [ |@2 &

Toolbar Instant gives you din
H .l b A .—J

7. If you do not see the Google Toolbar at the top, right-click on the toolbars and verify that you
have “Google” selected to show.
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ﬁ Google - Windows Internet Explorer E] |f§|

o F

», + s,
L SAZ '-l goagle.com V| | K '-l
: Fie Edit ‘“ew Favortes Tools Help
i x Google ‘ v | P search - 5 - - @ share | Ap check + Mare 3> _ dignin A -
i Favorites |\ Gaogle w Menu Bar

Favorites Bar
+You Web Images Vi Maps MNews Gmail More ~ w Compatibility Yiew Button

Command Bar

Status Bar

Wi Live Toolbar A faster way to browse the web
Adobe POF CJ Install Google Chrome

Ask Toolbar

“ahoo! Tookbar

Simppull Toalbar
Google Toolbar

<

Lock the Toolbars

Googic

Google Search I'm Feeling Lucky

Change background image Advertising Programs ~ Business Solutions  About Google  Privacy

8. After installing the Google Toolbar, you will need to verify that your pop-up blocker is OFF. If it is,
the PeerPlace® time-out warning will not come appear and you will not be notified before being
kicked out of the system. To disable your pop-up blocker, click the Settings Button located all the
way to the right on the toolbar.
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/= Google - Windows Internet Explores
s | goade.com
Fia Edt “ew Favorkes Took Halp

€ Googhe

i Favortes | 3 Google

00

Google Seach

SN |

v fQsearch - Mo

c

' Feelming Lucky

o

o, Opbohs...
Learn st Tookar
Urinstal,,,
about Google Tootbar

A faster way Report an s

Install Google Chroms

9. Click Options.
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ff Google - Windows Internet Explorer

‘ . L +. 3, -

LS AT '." google.com V| +|| X '_" ‘ Pel
File Edit ‘Yiew Favorites Tools  Help

b 4 Go S'C | hd ilSearch - Mare 3> . SignIn ‘\ -

{3 Favarites .." Google

Learn about Toolbar
+You Web Images Videos Maps Me Gmail More = Uninstall...

About Google Toolbar

A faster way Report an issue
G Install Google Chrome

Google

Google Search I'm Feeling Lucky
Change background image Advertising Programs ~ Business Solutions ~ About Google  Privacy
10. Click the Tools tab.
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¥ Toolbar Options

General

Privacy

=

Custom Buttons
II Tools

AutoFill

Share

About Toolbar

Tool selection

Choose which tools to enable to help you browse the web.

& Pop-up blocker
[1%F Bookmarks

.’ Highlight

As  Spell check

% My Location
#A  Quick Scroll

& Translate

Stop websites from showing pop-up windows
Edit About

Access your bookmarks from any computer
About

Find and highlight words on a web page
About

Check spelling of text you type into web forms
® Edit About

Privacy

Praovide your geolocation information to websites
Edit About . Privacy

Find what you are searching for faster
About

Translate words and entire webpages
Edit About

Privacy

Restore Defaults...

_ signin W~

r way to browse the web

itall Google Chrome

Cancel

Change background image

Advertising Programs

Business Solutions  About Google  Privacy

11. Under Pop-up Blocker, uncheck the Enable Pop-up Blocker radio button and click the Save

button.
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CTuulhar Options El LJ
¥ R~
el Tool selection
Privacy Choose which tools to enable to help you browse the web _ SignIn 9 -
9 Custom Buttons O Sl Pop-up blocker Stop websites from showing pop-up windows
™~ About
n |
) ]9 Bookmarks Access your bookmarks from any computer
G About
@ r way to browse the web
are
+/ Highlight Find and highlight words on a web page |
e —— About itall Google Chrome
Ay Spell check Check spelling of text you type into web forms
@ Edit About  Privacy
% My Location Provide your geolocation information to websites
@ Edit About._. Privacy
3 Quick Scroll Find what you are searching for faster
About
&  Translate Translate words and entire webpages
@ Edit About._. Privacy
Help
Restore Defaults. .. Save ” Cancel
Change background image Advertising Programs ~ Business Solutions  About Google  Privacy

12. On some browsers, Google will highlight certain fields. If you would like to turn off the
highlighting, click the Settings button and choose Options=>AutoFill Tab. Uncheck the Auto Fill
checkbox and click the Save button.
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C Google - Windows Internet Explorer
il Toolbar Options

General AutoFill settings

) P . SignIn ‘\ =
Privacy [ & AutoFill - fill web forms (name, address, etc) with a single click About

Custom Buttons

Select the default item to fill web forms with L
Tools Sign in | &

. Profiles Add new profile
AutoFill
You currently have no profiles stored. Add new profile r way to browse the web

Share
Credit cards Add new credit card O

About Toolbar

You currently have no credit cards stored. Add new credit card

[ Require password to access credit card information

Help
Restore Defaults. . Save ][ Cancel
Change background image Advertising Programs ~ Business Solutions  About Google  Privacy

13. Once the Google Toolbar is installed, there will be a check mark icon Ay Check _lon the toolbar.
By clicking the checkmark, Google will spell check where you are entering text or an entire
document. If you do not see this icon, click the More >> button and choose Pin all buttons from
the dropdown list.
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& Google - Windows Internet Explorer

'-" goagle. com V| || X '-"

by ey

. File Edit ‘“iew Fawvorites Tools  Help
: »
E x Go glc‘ b JSearc >|

j Google Mews #
‘ Buttan Gallery

Ap Check 4

& Translate 4 A fas
& Highlight all ‘. i

7 Favarites ..'l Google

Pin all buktans

Google

14. Observe the Spell Check Icon.
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E Google - Windows Internet Explorer

.' google.corm v‘ || % .." |p o

: File Edit Wiew Favorites Tools Help
x Go gk: | - i’Saarch ¥ i j = ‘v share More 3> _ Signin 9 -

57 Favarites 2§ coogle

+You Web Im fi \ i Sign in i}

A faster way to browse the web
@ Install Google Chrome

Google

Google Search I'm Feeling Lucky

Change background image Advertising Programs ~ Business Solutions ~ About Google  Privacy
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peerplace
PeerPlace® Pop Up Blocker Quick SL=__

If your pop-up blocker is on, the System Time Out Window will not display. If you do not disable

your pop-up blocker, you will not be notified before being automatically logged out of the
System due to lack of system activity. To disable your pop-up blocker, locate the [Settings]
button in your browser, then find and uncheck the [Enable Pop-up Blocker] radio button or
select to enable from www.peerplace.com.

Pop Up BlocKker Instructions for Internet Explorer

To allow PeerPlace pop-ups when using Internet Explorer, follow the steps below.

1. InlInternet Explorer, click the Tools dropdown at top of screen.

= Ask.com Search Engine - Better Web Search - Windows Internet Explorer

ey @

File Edit Wiew Favorites Help

Delete Browsing History, .,

ask.cam

77 Favarites

x B -[a-
x @ [0

Peer

&3 ask,com Search Engine - Better

Folow us: 313 - Make A

InPrivate Browsing
Reopen Last Browsing Session

InPrivate Filkering
InPrivate Filkering Settings

Pop-up Blocker
SmartScreen Filker
Manage Add-ons

Compatibility Wiew Settings

windows Update
Developer Toaols

Windows Messenger

Diagnose Connection Problems. .
Blog This in Windows Live Writer
Sun Java Console

Internet Options

Chrl+Shift+Del i (] Create POF [ ] Fasit M

B- B - |

Ctrl+Shift+P

Crrl+shift+F

Fiz

.&.
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2. Select Pop Up Blocker from the dropdown.

= Ask.com Search Engine - Better Web Search - Windows Internet Explorer,

|G5' ask.com

.\___/. .\-_-/.

J

File Edit Wiew Faworites

: InPrivate Browsing Ckrl+Shift+P
x 9! T e Reopen Last Browsing Session
InPrivate Filkering Chrl+Shift+F

o7 Favorites 55 Peer
: InPrivate Filkering Settings

8 ask.com Search Enging - Betkel

Pop-up
Smart3creen Filker
Manage Add-ons

Follow uz: 3 3 - Wake A

Compatibility Yiew Settings

Windows Update
Developer Tools F12

Windows Messenger

Diagnose Connection Problems. .,
Blog This in Windows Live Writer
Sun Java Console

Internet Options

x B - |Q - Delete Browsing Hiskory, Ctrl+shift+Del i |2 Create FDF E Foxit Mesd

- Q- <& - &

Lown
Turn QOFF Pop-up Blocker
Pop-up Elocker Settings

3. Select Pop Up Blocker Settings from the dropdown.
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/= Ask.com Search Engine - Better Web Search - Windows Internet Explorer,

|€I§' ask. com

b

4

File Edit ‘iew Favorites Help

InPrivate Browsing Chrl+Shift+P

InPrivate Filkering CtrH-Shift+F .

. 9lp Favorites 1 95 Peer
: : InPrivate Filtering Settings
{I!' Ask.com Search Engine - Bettel R—

Smart3creen Filker

Follow u=: 313 - Make A
Manage Add-ons

Compatibility Yiew Settings

Windows Update

Developer Tools F1z

x ['E ,|Q- Delete Browsing History, ., CkrH-Shift+Del iil(:reate PDF E'Fuxit Mesd
x 9.’ - Reopen Last Browsing Session [ - E T éb T n

Windows Messenger os.

-

Diagnose Connection Problems. ..
Blog This in Windows Live Wriker

Sun Java Console

Internet Options

4. In the field Address of Web Site to Allow, type https://*.peerplace.com
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Pop-up Blocker, Settings

Exceptions

Pop-ups are cumently blocked. “You can allow pop-ups from specific
E | websites by adding the site to the list below,

- |2)| Create PD
Address of website to allow: @ > E -
| https: //* peerplace. com | I Add ]
Allowed sites:
| 4 Femove
Remaove all...

Muotifications and blocking lewvel;

Play a sound when a pop-up iz blocked.

Show Information Bar when a pop-up iz blocked
Blocking level:

L
=]
n

| Medium: Black most automatic pop-ups

Learn more about Pop-up Blocker

Cloze

5. Click the Add button to the left of the field, this will allow PeerPlace pop ups but not other
websites.
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Pop-up Blocker, Seitings

X]

Exceptions

Pop-ups are currently blocked. “ou can allow pop-ups from specific
é | websites by adding the zite to the list below.

‘ |2]| Create PD)
Address of website to allow: @ = @ -
|htt|:-s: A peerplace.com | I Add ]
Allowed sites:
_.d Remove
Femave all...

Maotifications and blocking lewvel:
Play a gound when a pop-up iz blocked.
Shaow Information B ar when a pop-up iz blocked

T
o
L

Blocking level:

| Medium: Block maost automatic pop-ups

Learn more about Pop-up Blocker

Clogze

6. Observe that PeerPlace is now listed in the Allowed sites textbox. Click the Close button when
complete.
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Pop-up Blocker Settings

E xceptionz

Fop-upz are cunently blocked. You can allow pop-ups from specific
| E | websites by adding the zite to the list below. n il Cre

Addresz of webzite to allow:

| | - O

Add
Allowed sites:
Bk * peerplace.com Remave ]

Remove all...

Matifications and blocking lewvel:
Play a zound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.

Blocking lewvel:

| tediunn: Block most automatic pop-ups

Leamn more about Pop-up Blocker

Google Toolbar Setting for the Pop Up Blocker

If you are using the Google Toolbar, you should also complete the following steps.

1. On the Google Toolbar, click the Settings button to the clear right of the toolbar.

Pop_Up_Blocker_Quicksteps_ MASTER_v1
Updated: JMR 10/18/2011

Page 7 of 10



e Google - Windows Internet Explorer

3 google.com | [#2][

Edit View Favorites Tooks  Help

x Google ‘ v|J5earch - - - Share~ | Ap Check = More 3 _osinfh W~

-_—

i Favorites

Sign in | $f

A faster way to browse the web
e
c Install Google Chrome

Google

Google Search I'm Feeling Lucky

Change background image Advertising Programs ~ Business Solutions ~ About Google  Privacy

2. Select Options.

Iz Google - Windows Internet Explorer

) '-.' google,com, V| || X -.l

File Edit View Favorites Taools  Help

x Goglc| v

i’ Search + | j = + - Share = | Ap Check = Mare 3 _ Signin 9 -

77 Favarites *§ Gooole

Learn about Toolbar
+You Web Images Vide Maps Gmail More - Uninstall....

About Google Toolbar

A faster way Report an issue
c Install Google Chrome

Google

Google Search I'm Feeling Lucky

Change background image Advertising Programs ~ Business Solutions  About Google  Privacy
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3. Click the Tools tab.

(:Toolbar Options
i L
General Toel selection
Privacy Choose which tools to enable to help you browse the web. _ Signin A -
9 Custom Buttons B Pop-up blocker Stop websites from showing pop-up windows
- @ Edit About
e .
AutoFill (1% Bookmarks Access your bookmarks from any computer
LA About
Share r way to browse the web
.~ Highlight Find and highlight words on a web page
About Toolbar About itall Google Chrome
Ay Spell check Check spelling of text you type into web forms
@ Edit About . Privacy
% My Location Provide your geolocation information to websites
@ Edit About . Privacy
M Quick Scroll Find what you are searching for faster
About
& Translate Translate words and entire webpages
@ Edit About . Privacy
Help
Restore Defaults.. Save ][ Cancel
Change background image Advertising Programs ~ Business Solutions  About Google  Privacy
4. Uncheck the Pop Up Blocker radio button and click the Save button.
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Toolbar, Options
[ 2
| | General Tool selection
Privacy Choose which tools to enable to help you browse the web. ore 3> ~ SgnIn % -
p Custom Buttons O B Pop-up blocker Stop websites fram showing pop-up windows
™~ @ Edit About
R
AutoFill O o7 Bookmarks Access your bookmarks from any computer. X
LI About
I way to browse the web
share ' Highlight Find and highlight words on a web
& ighlig Find and highlight words on a wsb page S —
About Toolbar About..
Ay  Spell check Check spelling of text you type into web forms
@ Edit About . Privacy
% My Location Praovide your geolocation information to websites
@ Edit About.. Privacy
A Quick Scroll Find what you are searching for faster
About
& Translate Translate words and entire webpages
@B Edit About . Privacy
Help
[ Restore Defaults... [ Save ][ Cancel
Change background image Advertising Programs ~ Business Solutions  About Google  Privacy
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