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HOSPITAL INFORMATION SYSTEM (HIS) 
 

 

 

 

RESOURCES FOR CLERKS 

Niagara Health Tip Sheets and Videos  

https://www.niagarahealth.on.ca/site/his-tip-sheets  

Digital Dive Ins 
Monarch Digital Dive-Ins are short virtual information sessions that 
focus on a variety of HIS topics.  
 
Please take a moment to review any recorded pertinent Digital Dive 
Ins for your area:  All DDi's 
 

Unlocking Millennium_ A Beginner's Guide to Essential Terminology 

Introduction to Scheduling 

Introduction to Patient Registration and ED Registration 

Introduction to Ambulatory – Referral Management 

 Patient Flow (Capacity Management & Work Queue Monitor) 

 

Sandbox 

The sandbox is your opportunity to explore further functionality with HIS.  Guides from many of our 

learning labs are available for you to use to direct your learning: Sandbox Source Net Page 

Acute Clerk Guide  Perioperative Scheduler Guide              Scheduling Clerk Guide 

Ambulatory Clerk Guide  Registration Clerk Guide              Emergency Ward Clerk Guide 

Emergency Reg Clerk Guide Women and Babies Ward Clerk Guide 

 

Work Queue Monitor (WQM) Tip sheet and Resources 

WQM Guide    Work Queue Monitor (WQM) Demo 

Combine Work Item 

Delete Work Item 

 

Split Work Item 

How to Access WQM 

 

https://www.niagarahealth.on.ca/site/his-tip-sheets
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/Pages/Digital-Dive-ins.aspx
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/_layouts/15/stream.aspx?id=%2Fsites%2Fsource%2Dnet%2FPrograms%2FHIS%2FVideos%2FUnlocking%20Millennium%5F%20A%20Beginner%27s%20Guide%20to%20Essential%20Terminology%2FUnlocking%20Millennium%5F%20A%20Beginner%27s%20Guide%20to%20Essential%20Terminology%2Emp4&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2E601ebb53%2Ddb4c%2D4f4c%2Db625%2Df1e506042c8c
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/_layouts/15/stream.aspx?id=%2Fsites%2Fsource%2Dnet%2FPrograms%2FHIS%2FVideos%2FAn%20Introduction%20to%20Scheduling%2FAn%20Introduction%20to%20Scheduling%2Emp4&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2E6e314dce%2Da094%2D445f%2Db6cb%2D7d7686b99461
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/_layouts/15/stream.aspx?id=%2Fsites%2Fsource%2Dnet%2FPrograms%2FHIS%2FVideos%2FIntroduction%20to%20Patient%20Registration%20and%20ED%20Registration%2FIntroduction%20to%20Patient%20Registration%20and%20ED%20Registration%2Emp4&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2E6ea07db5%2Dd5c9%2D4329%2Da1fb%2D64a548e69a31
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/_layouts/15/stream.aspx?id=%2Fsites%2Fsource%2Dnet%2FPrograms%2FHIS%2FVideos%2FIntroduction%20to%20Ambulatory%20%E2%80%93%20Referral%20Management%2FIntroduction%20to%20Ambulatory%20%E2%80%93%20Referral%20Management%2Emp4&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2Eb319f6d1%2D6f4b%2D4b6a%2D851e%2D01f31d506dc1
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/_layouts/15/stream.aspx?id=%2Fsites%2Fsource%2Dnet%2FPrograms%2FHIS%2FVideos%2FDigital%20Dive%2DIns%2FMonarch%20Digital%20Dive%20In%20%2D%20Patient%20Flow%20%28Capacity%20Management%20%26%20Work%20Queue%20Monitor%29%2FMonarch%20Digital%20Dive%20In%20%2D%20Patient%20Flow%20%28Capacity%20Management%20%26%20Work%20Queue%20Monitor%29%2D20241009%5F160121%2DMeeting%20Recording%2Emp4&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2Ecf6ee56b%2Da646%2D44dc%2D81a9%2De67c53a06e92
https://niagarahealthsystem.sharepoint.com/sites/source-net/Programs/HIS/Pages/Sandbox.aspx
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Acute%20Clerk%20Learning%20Lab%20Participant%20Guide.docx?d=w0e96c26d32e54391b212add491348566&csf=1&web=1&e=SiMK5W
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Perioperative%20Scheduler%20Learning%20Lab%20Participant%20Guide.docx?d=wcfeb0ddbe7444fdfb22412038abab05b&csf=1&web=1&e=HQberz
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Scheduling%20Clerk%20Learning%20Lab%20Participant%20Guide.docx?d=w5e1144b5fc394334b72c603aa5d629f9&csf=1&web=1&e=sOVslg
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Ambulatory%20Clerk%20Learning%20Lab%20Participant%20Guide.docx?d=waedf6df1b06d4f2382426a2853e527e9&csf=1&web=1&e=9Wm6e4
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Registration%20Clerk%20Learning%20Lab%20Participant%20Guide.docx?d=wde3f249e089c4d97b8c5246e97ce86b0&csf=1&web=1&e=78HKzh
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Emergency_Ward%20Clerk%20Participant%20Guide.docx?d=w0e3b0f575cce46e89cd98abaedbca784&csf=1&web=1&e=9HHJee
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Emergency%20Reg%20Clerk%20Participant%20Guide.docx?d=w8e19f3b7a7534cff990545f89e95e4a5&csf=1&web=1&e=KU62mW
https://niagarahealthsystem.sharepoint.com/:w:/r/teams/ProjectMonarchImplementationTeam2/Training/Training%20Logistics/Learning%20Lab/Participant%20Guides%20for%20Sourcenet/Clerical/Women%20and%20Babies%20Ward%20Clerk%20Learning%20Lab%20Participant%20Guide.docx?d=w5e73ddb63d9d458691aeb14c8b105737&csf=1&web=1&e=otRgt0
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISWQMGuide.pdf
https://youtu.be/KGe1IDiFC9Q
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-CombineWorkItem.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-DeleteWorkItem.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-SplitWorkItem.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-HowtoAccess.pdf
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For Ambulatory   Route Work Item 

Identify Requested Review Scheduling 

Identify Requested Sign 

 

Referral Management Tip sheet and Resources 

Referral Management through WQM (video)  

ED/UCC Referral to PARC/PCC (video)   

Adding an External Referral Receiving through WQM to a Receiving Referral List (video)  

SCS ED Ortho Clinic Referrals from SCS ED to SCS Ortho Clinic (video)  

NFS and WS ED Ortho Clinic Referrals from Welland and Niagara Falls ED (video)  

Placing an Internal Referral and External Referral (video)  

Setting Up a Generating Referral List (video)  

Setting up a Receiving Referral List (video)  

Generating Referrals (video)  

Generating a Referral to an External Referral Source (video) 

Accepting a Referral to a Clinic and Scheduling from within Referral Management (video) 

Organization Referral - Sending an Internal Referral 

Organization Referral - Receiving an Internal Referral  

Organization Referral -  Receiving an External Referral  

Organization Referral -  Sending an External Referral  

Organization Referral - Creating Incoming/Outgoing Referral List 

Ambulatory - Accepting an Internal Referral 

MH Referral Management 

Cardiac Catheterization Referral Process 

Referral Ontario Health at Home 

https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-forAmbulatory.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-RouteWorkItem.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-IdentifyRequestedReviewTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-Scheduling.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/WQM-IdentifyRequestedSign.pdf
https://www.youtube.com/watch?v=KOLzv08QoN0
https://youtu.be/EAX3QeANIpk
https://youtu.be/gBcxX1qRA-Q
https://youtu.be/0d9OGF0wQFI
https://youtu.be/xarVYNgWLs8
https://youtu.be/eQoDrqS7Jx4
https://youtu.be/O2RrMxKWfeQ
https://youtu.be/IXgGPvyRjmI
https://youtu.be/0sEse7DGAv4
https://youtu.be/G8EPxNmWoFw
https://youtu.be/iTjV3o1tq0E
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheetORGANIZATIONREFERRALSENDINGANINTERNALREFERRAL.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheetORGANIZATIONREFERRALRECEIVINGANINTERNALREFERRAL.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheetORGANIZATIONREFERALRECEIVINGANEXTERNALREFERRAL.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheetORGANIZATIONREFERRALSENDINGANEXTERNALREFERRAL.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheetORGANIZATIONREFERRALCREATINGINCOMINGOUTGOINGREFERRALLIST.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheet-Ambulatory-AcceptinganInternalReferral-36.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-NursingClerical-MHA-MHReferralManagement-97.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Clerical-ReferralMgmt-CardiacCatheterizationReferralProcess.docx-57.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-NursingClerical-ReferralOntarioHealthatHome.pdf
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Registration Tip Sheets and Resources 
 

Quick Reg Using FirstNet  

Clerk Registration Demo 

Capturing Birth Sex at Registration 

ESignature (eSig) (video)_ 

Registration Conversation Types 

Registration Crosswalk 

Registration - Tips and Tricks 

Registration - Today's Expected Arrivals 

Accepting an Internal Referral 

Registering a Walk In Xray Patient 

Ordering Specialty Surfaces 

Ad Hoc Printing Labels and Wristbands 

Physician Not in Database 

Wrong Encounter Assigned 

Discern Reporting Portal 

Lock Manager 

Registering and Editing Scheduled Recurring 

Encounters 

 
 
 
 
 
 
 
 

 
 
 
 
Scheduling Tip Sheets and Resources 

 
Checking in an Appointment  

Viewing an Appointment Book  

Viewing Appointment History  

Scheduling Hot Keys Guide  

Scheduling Icons  

Scheduling an Appointment Steps  

Scheduling Appointment Book - Appointment 

Colour Guide  

Scheduling Essentials (video) 

Scheduling Multiple Appointments  

Clerk Scheduling Demo (video)  

Scheduling Essentials (video)  

Rescheduling an Appointment 

How to Book A Group Session 

How to Add a Slot 

How to Add a Patient to a Request List 

Recording Contact Attempts for Scheduling a 

Patient 

Scheduling - Recurring  

Scheduling a Block 

Scheduling to Orders 

Scheduling an Order from the Request List 

How to add Scheduling Appointment Book to 

Appbar 

Wrong Encounter Assigned 

https://www.niagarahealth.on.ca/files/his_tip_sheets/HISRegistration-QuickRegUsingFirstNet.pdf
https://youtu.be/ZAbMC51oDPM
https://www.niagarahealth.on.ca/files/his_tip_sheets/CapturingBirthSexatRegistration.pdf
https://youtu.be/OgMRrTP4Df0
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalRegistration-RegistrationConversationTypes.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalRegistration-RegistrationCrosswalk.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalRegistration-TipsandTricks.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalRegistration-TodaysExpectedArrivals.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalInterprofessionalNursing-Ambulatory-AcceptinganInternalReferral.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISRegisteringaWalkInXrayPatient.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-NursingClerical-General-OrderingSpecialtySurfaces.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Registration-Ad-HocPrintingLabelsandWristbands.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Clerical-Registration-PhysicianNotinDatabase.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clerical-RegistrationandScheduling-WrongEncounterAssigned.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Registration-DiscernReportingPortalTipSheet2.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clerical-Registration-LockManager.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/RegisteringandEditingScheduledrecurringencounters.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/RegisteringandEditingScheduledrecurringencounters.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-CheckingInanAppoinmentHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-ViewingAnAppointmentBookHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-ViewingAppointmentHistoryHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulingHotKeysGuideHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulingIconsTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulinganAppointmentStepsHISTipsheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulingAppointmentBook-AppointmentColourGuideHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulingAppointmentBook-AppointmentColourGuideHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SchedulingEssentialsHISTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-SCHEDULINGMultipleAppointmentsHISTipsheet.pdf
https://youtu.be/rhzs6DKiQBg
https://youtu.be/sqL7ucRYb5Y
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalScheduling-ReschedulinganAppointment.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalScheduling-HowToBookAGroupSession.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalScheduling-HowtoAddaSlot.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalScheduling-HowtoAddaPatienttoaRequestList.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-RecordingContactAttemptsforSchedulingaPatient.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-RecordingContactAttemptsforSchedulingaPatient.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-RECURRING.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-SchedulingaBLOCK.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-SchedulingtoOrders.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/NOTFOLLOWINGBRANDING-Clinical-ClericalScheduling-SchedulinganOrderfromtheRequestList.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-HowtoaddSchedulingAppointmentBooktoAppbar.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/SCHED-HowtoaddSchedulingAppointmentBooktoAppbar.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clerical-RegistrationandScheduling-WrongEncounterAssigned-20.pdf
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Capacity Management Tip Sheets and 

Resources 
 

Capacity Management Guide 

Admission & Receiving Orders 

Transport Request Process 

External Transfer 

Using the Discharge Gadget 

Clerical Discharge and External Transfer Patient 

Process 

Discharging a Patient 

Discharging Unit Role for all Discharges  

Care Aware Perspectives 

Careview Attributes - MEDSURG 

Careview Attributes - Mental Health 

Careview Attributes - Rehab - Complex Care 

Ordering Non-Urgent Patient Transport 

MTP Blood Products Request 

Lab Specimens Request  

Wrong Encounter Assigned 

Oracle Health Capacity Management Overview 

(video) 

Viewing Available Surgical Beds (video) 

Viewing Patient Downgrades (video) 

How to Filter Patient Attributes (video) 

How to View Census per Unit (video) 

https://www.niagarahealth.on.ca/files/his_tip_sheets/HISCapacityManagementGuide.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Organization-Nursing-CapMan-AdmissionandreceivingOrdersTipsheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalGeneralNursingCapacityManagement-CapManTransportRequestProcess-90.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/HISTipSheet-ExternalTransfer.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-UsingtheDischargeGadget.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Clerical-General-ClericalDischargeandexternaltransferPatientProcess.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Clerical-General-ClericalDischargeandexternaltransferPatientProcess.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Nursing-CapacityManagement-DischargingaPatient.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-DischargingunitRoleforallDischargesTipsheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-CareAwarePerspectives.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-CareviewAttributes-MEDSURG.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-CareviewAttributes-MentalHealth.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-CareviewAttributes-Rehab-ComplexCare.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-NursingClerical-CapacityManagement-Orderingnonurgentpatienttransport.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-Nursing-CapacityManagement-MTPBloodProductsRequestTipSheet.pdf
https://www.niagarahealth.on.ca/files/his_tip_sheets/Clinical-ClericalNursing-CapacityManagement-LabSpecimensRequestTipSheetPDF.pdf
https://niagarahealthsystem.sharepoint.com/teams/ClinicalHISReadiness/Shared%20Documents/Forms/AllItems.aspx?id=%2Fteams%2FClinicalHISReadiness%2FShared%20Documents%2FGeneral%2FEducational%20Resources%2FTip%20Sheets%2FHIS%20TIP%20SHEETS%20%2D%20Approved%20for%20SourceNet%2FAFTER%20GO%2DLIVE%2FUPLOADED%20%2D%20Clerical%2DRegistration%20and%20Scheduling%2DWrong%20Encounter%20Assigned%2Epdf&viewid=e416fbab%2D531f%2D4650%2D89f7%2D3ca029d31d89&parent=%2Fteams%2FClinicalHISReadiness%2FShared%20Documents%2FGeneral%2FEducational%20Resources%2FTip%20Sheets%2FHIS%20TIP%20SHEETS%20%2D%20Approved%20for%20SourceNet%2FAFTER%20GO%2DLIVE
https://www.youtube.com/watch?v=nt0F7as_7aI
https://www.youtube.com/watch?v=UfzgPuMDD_k
https://www.youtube.com/watch?v=zNG0xFyCE3E
https://www.youtube.com/watch?v=AWjUz-xU_FE
https://www.youtube.com/watch?v=YtxjGz_G1Ec

