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1. Visit the Ideascale website and login using your credentials
2. Onthe main page, select theSubmit New Idea button.
3. Add theTitle of your idea and try to be descriptive to help other users understand your idea.

4. Inthe Description area write as much information as you feel is needed to explain your idea. You can
add attachments to help explain your idea as well. Please remember not to include PHI.

5. Enter Tags (keywords) that will allow searches for this idea to be more effective (optional).

6. Once you're done, click theSubmit button.
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