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How to Place Orders with SARGENT
**NOTE: In most slides, any text in red has a link.  To open the link hit ”control”, hover 

over the link and left click
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Ordering Guidelines for Placing an Order With SARGENT
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Cylinder Product Defaults

Before placing Purchase Order for any locks and exits with keyed functions or actual cylinders, please note that:

▪ If the keying information is not specified:

▪ Conventional cylinder products will be supplied with LA keyway 1-BIT. 

▪ For products involving Large Format Interchangeable Cores (LFIC - 6300) HA keyway 1-BIT will be supplied.

▪ If keying is specified as 1-BIT or Keyed Random, but the keyway is not provided, 

▪ Conventional cylinder products will be supplied LA keyway.

▪ LFIC products (6300) will be supplied in an HA keyway.

▪ If keyway is specified, but the type of keying is not provided, all products will be supplied as 1-BIT.

▪ Note:  Some products are provided by default as Uncombinated (65-). 

Please refer to the Price Book & Catalogs for more detailed information.

5Please visit https://www.sargentlock.com

https://www.sargentlock.com/en/resources/resource-library?size=n_18_n&filters%5B0%5D%5Bfield%5D=asset_sub_type&filters%5B0%5D%5Bvalues%5D%5B0%5D=Price%20Book&filters%5B0%5D%5Btype%5D=all
https://www.sargentlock.com/en/resources/resource-library?size=n_18_n&filters%5B0%5D%5Bfield%5D=asset_sub_type&filters%5B0%5D%5Bvalues%5D%5B0%5D=Catalog&filters%5B0%5D%5Btype%5D=all&filters%5B1%5D%5Bfield%5D=product_category&filters%5B1%5D%5Bvalues%5D%5B0%5D=Key%20Systems&filters%5B1%5D%5Btype%5D=any
https://www.sargentlock.com/
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What should be presented while placing your Purchase Order with Sargent

HEADER
• P.O. Number, Account #
• Ship-To Address
• TURBO Order – Type of TURBOSHIP Program order form MUST be clearly marked as “TURBO” on your P.O.
• Quote # (if applicable)
• Job Name
• UPS Account number and ship method (if applicable)

LINE LEVEL - Required 
• Quantity
• Function

LINE LEVEL – If Applicable 
• Options/Prefixes
• Trim/Arm
• Finish
• Handing
• Backset & Strike  
• Door Thickness, Door Width and Height
• Voltage
• SPAR Number

LINE LEVEL DETAIL– If Applicable 
• Door Numbers
• Hardware Sets 
• Keysets (only applicable for master keyed orders and if order is MK’ed must be provided)
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P.O. Supporting Details

• In Example ‘A’, only Quantity, Product, and Door 
Numbers are provided; no further details are 
included.

• Example ‘B’, each sales order line is supported with 
the following details: 
• Line level Quantity (must match the sales 

order line quantity)
• Door Number
• Hardware Sets (HW Sets) and Keysets

• In example ‘A’, for keyed products, customers will 
receive LA 1BIT cylinders as the default keying is 
used when no keying information is provided.

• In Example ‘B’, Master Keyed cylinders will be 
provided.

• Keying Lead Sheets (KLS) must be provided for 
orders on the right. Refer to Slide #25 and 
subsequent slides for more details about KLS.

P.O. Support Schedule – Example “A” & “B” 
Example “A” Example “B”

Please visit https://www.sargentlock.com

https://www.sargentlock.com/
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Order Limitations
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• Orders cannot be entered from "Door Schedules" or "Hardware Schedules" as shown in the examples below.
• Please provide “PO supporting schedule”  (Examples provided on previous slide)

• For any large orders, please provide “PO supporting schedules” data via Excel to aid in timely entry into the system

Please visit https://www.sargentlock.com

https://www.sargentlock.com/
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Tips  to Remember

Handing

▪ Exit devices are only available in reverse bevel (LHR or RHR)

▪ Handing for Door closers are only available in RH and LH.  LH will be 
processed for RHR orders and RH for LHR orders.

▪ RH will be provided for Bored Locks, a DON will be sent for orders of QTY 25 
to provide handing

Door Schedules

▪ If your Door # exceeds 7 characters, please enter the remaining numbers into 
the Floor # field on your P.O. 

9

Voltage -  24V will be provided if no voltage is specified.  Exceptions are closers.

Finish -  BHMA 626 (26D) will be provided when BHMA 630 (32D) is not available and 
vise versa.
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▪ Handing – For Closers & Exits

▪ Finish – For Closers, Cylinder/Stock Keys, Exits, Mortise, Parts

▪ Prefix/Option - Invalid

▪ Door Height & Width – For Exits

▪ Keying Information Missing

▪ Key Lead Sheet – Not submitted or incomplete

▪ Registry Number Missing

▪ Keyset Missing

10

Root Causes of DONs (Order Delays)
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How to Reply to DON (Delayed Order Notification)

Note the DON is an interactive form, so the following steps should be 
followed:

▪ Hit Reply to e-mail.

▪ Answer ALL Questions Inside the Answer Box(es) Provided.

▪ After providing your answers, hit "Send," and the manufacturer will 
receive your response.

▪ If no response is received within 5 days, the product in question will 
be canceled from the order, and the remaining items will proceed 
to production.

Note: Keyed orders submitted before finalizing keying meetings, leads to 
incomplete orders, which will be placed on hold and a DON will be sent. 

To avoid these delays, we kindly request that orders be submitted only after 
all required information is available and keying meetings have been 
finalized.

11

If there’s conflicting or missing information, your order will go on hold and you will receive a Delayed Order Notification (DON).  
The order will remain on hold until all necessary information is received, or the  lines with conflicting/missing information are 
cancelled from the order.
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YouTube Videos: How to Order SARGENT Products

▪ SARGENT's YouTube page offers a treasure 
trove of informative videos for our products 
and services:

▪ Useful how to order videos walking you through 
successfully building an order string

▪ Explore engaging product demonstrations and learn 
about the latest innovations.

▪ Gain valuable insights through installation guides 
and step-by-step tutorials.

▪ Discover helpful tips and tricks to optimize the 
performance of SARGENT products.

▪ Subscribe to our channel to never miss a new video 
release.

12

https://www.youtube.com/watch?v=VJYuw2poXJ4

https://www.youtube.com/watch?v=qDHNEjTHT8k

https://www.youtube.com/watch?v=90c06zoJt_E

https://www.youtube.com/watch?v=LY2yZjXY1kst=54s

How to Order Bored Locks  
https://www.youtube.com/watch?v=VJYuw2poXJ4

How to Order Exit Devices    
https://www.youtube.com/watch?v=qDHNEjTHT8k

How to Order Mortise Locks 
https://www.youtube.com/watch?v=90c06zoJt_E

How to Order Electrified Bored Locks 
https://www.youtube.com/watch?v=LY2yZjXY1ks&t=54s  

Please visit https://www.sargentlock.com

https://www.youtube.com/watch?v=VJYuw2poXJ4
https://www.youtube.com/watch?v=qDHNEjTHT8k
https://www.youtube.com/watch?v=90c06zoJt_E
https://www.youtube.com/watch?v=LY2yZjXY1ks&t=54s
https://www.sargentlock.com/
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Placing a Master Keyed Order With SARGENT
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Master Keyed Orders – Required Documents/Information

Master Keyed Order - Following is required; if missing, a DON will be generated:

▪ Keying Lead Sheet (KLS) – One KLS per order

▪ Registry # if an Existing Key System is required. Or any information (prior Sales Order# or PO# etc) that leads to a 
Registry#.

▪ Authorization Letter – Applicable to Signature, Degree DG2/DG3 and KESO products, If it is not 
shipping directly to end user.

▪ Valid Keysets – Required for any Master Keyed Cylinders (MK’ed or SKD’s) or any Cut Keys that are part of 
Master Key system.

14
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Master Key Supporting Documents
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On our website, Hover over “support” > Click "Key Systems Management“ .  In this section, there are several helpful documents & guides, 
each having different purposes 

• Master Key System Design Guide
• This guide explains the step-by-step process for defining requirements for a new Master Key system, including keying meeting 

discussions and keying strategies.

•  Key Control Design Guide
• A strong key system needs more than durable hardware—it needs smart, sustainable policies behind it. The Key Control Design 

Guide helps you do just that.

• SimpleK Management Software
• Designed for institutional locksmiths, facility managers, and security teams, SimpleK is a powerful, intuitive software solution for 

managing master key systems—no spreadsheets or paper trails required.

• Record of Authorization (ROA) Portal
• The Record of Authorization (ROA) Portal makes it easy for end users and their designees—like dealers or distributors—to manage 

product order approvals online.

• Master Key Order Supporting Documents
• Get everything you need to submit a complete and accurate master key order. Our supporting documents provide clear setup 

instructions and detailed guidance to ensure a smooth ordering process from start to finish.

https://www.sargentlock.com/en/support/key-system-tools-management
https://storage.googleapis.com/aa-americas/dam/AADSS1177421
https://storage.googleapis.com/aa-americas/dam/AADSS1177421
https://storage.googleapis.com/aa-americas/dam/AADSS1060490
https://www.simplek.com/en/account/create-your-account
https://www.simplek.com/en/account/create-your-account
https://roa.assaabloy.net/
https://roa.assaabloy.net/
https://storage.googleapis.com/aa-americas/dam/AADSS1176236
https://storage.googleapis.com/aa-americas/dam/AADSS1176236
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Helpful Tips for the SARGENT Key Systems
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System Types

Cylinders installed in locks may appear similar from the outside, but their internal mechanisms vary significantly 
based on different factors. One crucial determinant is the System type, and SARGENT provides 4 distinct system 
types:

1. Conventional (SARGENT Standard)

2. Degree

3. KESO

4. SFIC (Small Format Interchangeable Core)

Note: Cylinders and keys from different system types are not compatible with each other due to variations in 
keyway profiles, spacing, depth, pin sizes, etc.

For more information, please review SARGENT cylinders catalogs.

17

https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
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Cylinders can be keyed in various ways, including:

▪ Keyed Different - Each cylinder has its own unique key

▪ Keyed Alike - 

▪ 1-BIT - Keyed to the shallowest cut within the system specifications.

▪ Uncombinated - Cylinders are not initially keyed.

▪ TEMP Keying – Used during construction phase of a project.  Temporary keying options include:

▪ Master Keyed – Includes Master Keyed (MK) Single Keyed (SKD) and Keyed Alike (KA)

Note (!) It's important to consider that the System Specification, Additional Security requirements, and Cylinder Features 
may impact the available keying options for the cylinders.

18

Keying Types
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▪ Cylinders plugs and key blanks have certain configurations, 
referred to as “keyway profile”.

▪ Multi Sectional keyways. These are keyways that operate 
more than one plug configuration. 

▪ Only available for keyblanks.

▪ Single Section keyways are available for keyblanks and 
plugs.

19

Keyways for Keys and Cylinders
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In addition to keyway, spacing, depth, pin sizes etc. differences, each system could offer additional security features that 
impact how cylinders are keyed and keys cut.

Additional Security features that are available:

▪ SARGENT Standard offers Signature (10- prefix) and XC (11- prefix)

▪ DEGREE offers 3 different security levels DG1, DG2 and DG3

▪ KESO offers F1 feature

▪ SFIC system specification offers XC (11- prefix) feature

Note (!) Not all Additional Security features are compatible with each other. In addition, different System Specs and/or 
Additional Security features may require authorization process while placing actual order. 

For more information, please review SARGENT cylinders catalogs.

20

Security Features

https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
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▪ Cylinder Features that are offered will “differentiate” cylinders even further.

▪ For example, SARGENT Standard specification offers cylinder features such:

▪ Construction Lost Ball (21- prefix)

▪ Removable core (63- prefix)

▪ Emergency Hotel function (50- prefix)

Note (!) Above and others Cylinder Features impacts how cylinders are keyed and/or could require additional information 
when placing your order.

For more information, please review SARGENT cylinders catalogs.

21

Cylinder Features 

https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
https://www.sargentlock.com/en/commercial-locks-products/key-systems?size=n_20_n
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Key Lead Sheet Breakdown (Sections 1 thru 16)
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Keying Lead Sheet Breakdown - Header & Section 1

2) End User Job Name, Full address, including city, state and zip 
code are Required for all MK orders

▪ Section 1: “System Status”

▪ If an existing system, please provide one of the following: 

1. Registry number (preferred)

2. TMK Bitting & Keyway

3. Previous PO# or SARGENT Order #

23

Master Key Order Document

1)  One Key Lead Sheet Per Master Keyed Order

https://content.assaabloyusa.com/doc/AADSS1176236
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Keying Lead Sheet -  Sections 2

▪ Section 2: “System Type and Design” (New Systems Only)

▪ Define system type

▪ Please provide system level and estimated number of masters & 
changes to allow for future expansion (required)

▪ Note: See System Design Layout examples on the right.

24
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Keying Lead Sheet - Sections 3

▪ Section 3: “Keyway”

▪ This section is required if you need a specific keyway.

▪ Unless specified otherwise, SARGENT Manufacturing will assign keyways. 

▪ For available keyways by product/prefix, please refer to the price book.

▪ Note: Use of Restricted Keyways (A, B, G, V, K, N and 4B) have to be pre-
approved by SARGENT Key Records.

25Master Key Order Document

https://content.assaabloyusa.com/doc/AADSS1176236
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Keying Lead Sheet - Sections 4

▪ Section 4: “Cross Keying”

▪ SARGENT Manufacturing strongly advises against Cross Keying due 
to its potential negative impact on cylinder security levels.

▪ In situations where Cross Keying is deemed necessary, ensure that 
all required Operated By (OBY) information is provided and 
remember to include a leading 'X' in front of the keysets for all 
cross-keyed cylinders. 

▪ Examples:

▪ XAA3 OBY AA1,AA2

▪ X1X OBY AA1-AA6

26
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Keying Lead Sheet - Section 5

27

▪ Section 5: “Authorization”

▪ Record of Authorization (ROA) can be submitted thru ROA portal or as Letter of 
Authorization (LOA) with purchase order.

▪ It is required when:

▪ Degree DG2/DG3: LOA is required if shipping address and authorized person on PO for 
keys and bitting list are different than on Degree System Information Document

▪ Degree DG2/DG3 Systems require one of the random security codes if OPT OUT was not 
selected on the Degree System Information Document

▪ Signature: The keys and/or bitting list are not shipping to the end user location.

▪ KESO: All orders

▪ Next several slides expands on Authorization process → →

Master Key Order Document

https://content.assaabloyusa.com/doc/AADSS1176236
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▪ The ROA portal (https://roa.assaabloy.net/) serves as a platform for obtaining the necessary authorization record to place 
orders within an existing Master Key system.

▪ End User would need to register on the portal and once access is granted, they will be able manage ROA’s.

▪ In addition, once access is granted on the ROA portal, the end user will be able see additional information through Connect  
https://connect.assaabloy.com/ that relates to their Master Key system including:

▪ A comprehensive list of recently placed Master Keyed orders associated with their system, complete with product, door, 
and keyset details.

▪ A visual representation of their actual system structure, aiding in a better understanding and management of the system.

28

Keying Lead Sheet -  Section 5 “Authorization” - ROA Portal

https://roa.assaabloy.net/
https://connect.assaabloy.com/usersignup
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▪ Forms are found in both the Price Book > 
“General Information” Section > “Order 
Forms” or in the “Master Key Order 
Document” 

▪ System Information Document (SID) is 
required for all New Degree Systems.

▪ Authorization Letter Template can be used 
on all orders that require Letter of 
Authorization (LOA).

▪ Authorization Change Letter Template can 
be used to update Signatories.

Keying Lead Sheet - Section 5 “Authorization” - Letter of Authorization (LOA)

https://storage.googleapis.com/aa-americas/dam/AADSS1176236
https://storage.googleapis.com/aa-americas/dam/AADSS1176236
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▪ Forms are found in both the Price 
Book > “General Information” 
Section > “Order Forms” or in the 
“Master Key Order Document” 

▪ “Authorized Signature Form” is 
required for any new KESO system.

▪ “Authorization Form” is required 
with any orders were product 
ordered for existing KESO system 
and LOA is required.

30

Keying Lead Sheet - Section 5 “Authorization” - KESO Forms

https://storage.googleapis.com/aa-americas/dam/AADSS1176236


Public

© ASSA ABLOY. All rights reserved

Keying Lead Sheet - Section 6

▪ Section 6: “Key Cylinder Feature Guidelines”

▪ Features required for both current and future orders must be 
clearly indicated on the Purchase Order (PO). 

▪ This section should be completed only for cylinder 
features that are required for this system.

▪ Every cylinder feature, such as Removable Core LFIC (63-), 
Mortise Hotel (50-), or Lost Ball (21-), necessitates a special 
setup during the initial system design phase. 

▪ If these features are not requested during the initial 
setup, they may not be available afterward.

▪ It's crucial to consider that every cylinder feature, such as 
Removable Core LFIC (63-), Mortise Hotel (50-), or Lost Ball 
(21-), directly affects the number of change keys that can be 
generated for the system.

▪ Only request it if it’s truly required.

31
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Keying Lead Sheet - Section 7

▪ Section 7: “Cut Key Quantity for Current PO”

▪ To avoid unnecessary charges, please provide cut key 
quantities required only for the current Purchase Order (PO).

▪ Cut keys will not be automatically provided for cylinders keyed 
to the Master only. You must place a separate sales order line 
on an order for keys (Great Grands, Grands, Masters, or 
Submasters).

▪ Identify quantities for any Special Feature Keys, such as 
Control, Construction, etc.

▪ By default, you will receive 2 keys per lock/cylinder unless 
specified otherwise.

▪ If any change keys should be provided as a total quantity (e.g., 
10 keys total per order, instead of 2 per cylinder), please 
indicate it in the "Keys Total" section for easy identification.

32
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Keying Lead Sheet - Section 7 (continued)

▪ 2 Keys Default at No-Charge will apply if: 

▪ Each master keyed unit is keyed to the change key

▪ If product takes multiple cylinders  AND  cylinders are keyed 
to different keysets then each keyset gets 2 keys each, no-
charge

▪ If multiple cylinders are being ordered, and the unit and all 
keysets are the same,  then only 2 keys per unit will be 
provided at no-charge.

▪ 2 Keys Default at No-Charge will NOT apply if:

▪ If the unit is keyed to any level master key  OR  is keyed to 
‘XnX type’ cross-keyed cylinder. Credit will not be given for 
any keys counted towards total number of keys allowed. 

▪ Each cylinder/lock is keyed directly to a master AA, 
AB…BA,BB… or Grand A, B, C… or GGM.  If keys are needed 
for these cylinders/locks, customer needs to specify qty and 
keyset on separate line on P.O and they will be charge for 
these keys . 

33
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Keying Lead Sheet - Section 8

▪ Section 8: “Stamping Requirements”

▪ Default stamping will apply unless specified 
otherwise.

▪ Default stamping is for keys only by system type:

▪ Conventional: Bitting

▪ Conventional XC: Bitting and DND

▪ Signature: Keyset & Sig Code and DND

▪ Degree: Keyset and DND

▪ SFIC: Keyset

▪ SFIC XC: Keyset and DND

▪ Please note: Cylinders by default has no stamping 
and if other than default stamping required, please 
make proper selections.

34
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Keying Lead Sheet - Sections 9-14

▪ Section 9: “Packing Instructions for change keys”

▪ Change keys will be packed and shipped with product unless 
ordered with Construction Lost Ball option (21- or 22-) or 
requested otherwise in section 10 of lead sheet.

▪ For orders with the Construction Lost Ball option (21- or 22- 
prefix), change keys will be packed and shipped separately from 
the main product at no extra cost.

▪ However, for all other cases where change keys are requested to 
be packed and shipped separately from the main product, an 
additional charge will apply. 

▪ For more details, refer to the Price Book. 

▪ Sections 10-14: “Shipping Instructions”

▪ If keys requires to be shipped to different address than rest of 
product on an order Shipping instructions for different type cut 
keys needs to be identified.

▪ If cylinders that come with product (locks & exits) are requested to 
ship to different address than product, a separate line will be 
entered for cylinders and locks & exits will be made less cylinder.

35



Public

© ASSA ABLOY. All rights reserved

Keying Lead Sheet - Sections 15 & 16

▪ Section 15-16: “Shipping Instructions for Bitting List & Download files”

▪ When expanded bitting list is requested, specific expansion requirements 
must be provided.

▪ Bitting Lists (a.k.a. Keycharts) requested for keysets ordered with factory 
keyed product for either a new or existing system will be provided at no 
charge.

▪ Additional Bittings or P.O.’s for Bitting Lists Only – up to 10 total bittings for 
keysets tied to an Existing Master Key groups will be provided at no charge. 

▪ However, 11 or more bittings will be charged per below chart.

▪ Additional Bittings or P.O.’s for Bitting Lists Only – New Master Key Goups 
regardless of the quantity being requested, will be charged per below chart.

▪ See Price Book (CK-4 page) for additional information.

36

https://storage.googleapis.com/aa-americas/dam/AADSS1057421
https://storage.googleapis.com/aa-americas/dam/AADSS1057421
https://storage.googleapis.com/aa-americas/dam/AADSS1057421
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Keying Training and Consultation Services
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Keying Training and Consultation Services

▪ Keying 101 – (Description)

▪ Keying 102 – (Description)

▪ Keying 103 (Description)

▪ Consultative Services - Describe

38
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