@mb[e@ies’@ollege

Setting up your Mac laptop

Important Information

It is important that your daughter has a user account with administrator level access which
will allow her the ability to install software provided by the College when she is at school.
You may also wish to create a parent administrator account. A benefit of this is that it
allows you as parents to have tighter control over the applications installed and the usage of
the laptop. Help guides on creating an account on a Mac can be found here.

Your daughter will also need an Apple ID connected to her device and to know the
password. If she is under the age of 13 she is unable to create her own Apple ID and will
need to be part of a family sharing arrangement. More information about family sharing and
Apple IDs can be found here.

It is recommended your daughter is running the latest version of macOS. The latest version
at the time of this document is macOS Mojave (10.14).

Anti-virus Protection

If you purchased your device through the College, a link to install Trend Micro Worry-Free
Anti-Virus will be provided to your email address used during the purchase process. It is
recommended to open the link using the Safari web browser. Before installing, please
remove any free and/or trial Anti-Virus software that may have come preloaded on your
device. Further information about uninstalling software can be found here. If you have not
purchased your daughter’s laptop through the College, you will need to ensure that you have
anti-virus software installed.

Sequence of steps

It is recommended that you follow the set up steps in sequence. Please note that your
daughter will need to know her College username (the first part of her email address) and
password to complete many of the steps. Please contact the IT Help desk on 9855 7771 if
your daughter does not have or remember her College username and password.

A home internet connection is required to set-up your daughter’s device. If you cannot
complete the Setting up a Connection to the Pymble Network, you can still complete the
other steps. We can assist your daughter with this step when she commences at the

College.
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Installing Google Chrome
Google Chrome is our preferred Internet browser. If you need to install Google Chrome on

your Mac please use the following link found here. You will need to select Mac from the list
of options.

Enrolling in the Password Reset Tool

Now that your daughter has her own device, teaching her about password safety and
protocols is an important step. At Pymble we use an online password reset tool to assist with
this process. Your daughter’s password will be set to expire every 90 days. This change will
ensure her data remains safe while also helping her establish this important routine.

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet
browser and press Enter on your keyboard.
The registration process needs only to be completed once.

Wmard -Pyr X
o
& (& https://forgotmypassword.pymblelc.nsw.edu.au

S

oWk

w nb]ea@te.s 6 ollege

Update Your Profile Efficiently :

,f\ h‘g\}
\3’91\

Sign in

Uszer Registration User Name:

Establish your identity via registration

2. Your daughter will sign in using her College username and password. If she has
forgotten her password, please contact the
College IT Helpdesk on 9855 7771.

Welcome to MyPymble. Here’s how to sign in.
Parents: Please use your 6-digit Username

Students and Staff: Please use your normal College
Username (e.g. csmith)

Sign in

User Name:

Password:

! Login

Change Password
Change your password using current password

Click Log in. Please note, do not click Change Password at this stage.
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3. Once you are signed in, please click the Enrolment tab at the top of the screen.

P Welcome, BCassidy
Change Password

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code | Security Questions

Register Your Mobile Number(s) Register Your Email Address(es)
Enter your mobile number ‘ (# ‘BCassidy@pymblelc.nsw.edu.al.‘
‘Enter your email id ‘ [

You will now be given the option to set up a recovery phone number and email address, as
well as security questions, to enable a password reset. It is a good idea to set up both
options.

Please note — you should not click Enrol until advised to do so on Step 7.

4. The first option is to use the Verification Code. You can enter a mobile phone
number for the code to be sent to. To use this feature, it would be practical if this was
your daughter’s mobile phone number.

You can also add an alternate secondary email account. Please note that your
daughter’s College email account is already entered by default. To add a second
email account please enter it in the empty box below.

LN I

Change Password
BN

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code Security Questions

Register Your Mobile Number(s) K Register Your Email Address(es)
[Enter your mobile number | |BCassidy@pymblelc.nsw.edu.aL

|Enter your email id ‘

Please do not click Enrol yet.
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5. The second option is adding Security Questions. Your daughter will create her own
questions and answers to help verify her identity. It is a good idea to select questions
only she will know the answer to but that she will remember. Please note the
minimum lengths for the questions and answers.

Welcome, BCassidy
%?rnbfe @ies‘@;uege Sign Out

Change Password

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code Security Questions

Length Specification
= The minimum length of the question(s) should be 5 and i allowed is 255 characters

= The minimum length of the answer(s) should be 5 and allowed is 255

Register Your Security Que & Ans

Que: ‘ |

Que: ‘ |

Que: ‘ |

Hide Answer(s)

6. Once your daughter has written her questions and answers, click Enrol. The
information from both tabs will be submitted.

Using the Password Reset Tool

Once the Password Rest tool has been configured, your daughter can use it to reset her
College password at any time.

Changing your Password

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet
browser and press Enter on your keyboard.

2. Select Change Password.

< C @ https://forgotmypassword.pymblele.nsw.edu.au/showLogin.cc
S
‘g-g ..... e
[ymble. ies’( ©ollege

Update Your Profile Efficiently : signin
Uses Regiaraion serName: ||
Establish your dentity via reglstration
Crange paswars Passwora: [ ]

Change your password using current password

Login

Reset Password
7 Reset your forgotten password
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3. You will now be prompted to enter in your old password and select a new password.
Please note that Pymble has a policy applied to all passwords and they need to meet
the criteria which is listed on the reset password screen below. Passwords cannot
contain the user’s name. Special characters can be numbers and symbols such as

the ! mark and $ sign. Please choose a password that does not contain spaces or
apostrophes.

Enter your old password and select a new password. Then click OK.

® 9 /5 NewTab % /' ©. Reset My Password - Pymble - > ||\ /
&« C | @ https://forgotmypassword.pymblelc.nsw.edu.au/SelfChangePassword.do?selefted Tab=ChangePwd
7) o Welcome, BCassidy
)nnble,@zes @Jllege Sign Out
Enroliment

Change Password
Change your current domain password.

Pymble Ladies' College Password Requirements
* Minimum password length : 8

* Maximum password length: 15

* No. of special characters to include: 2

* Use both upper & lower cases

* Use numbers in the password

opemens [ ] \J

Cancel

Forgotten Passwords

Once your daughter has registered with the Password Rest tool, if she forgets her password,
she can follow these steps to reset it.

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet
browser and press Enter on your keyboard.

2. Select Reset Password.

&« ' & https://forgotmypassword.pymblelc.nsw.edu.au/showLogin.co

ies ’Gollege

Update Your Profile

Cl)wrlble

iciently : Signin

User Registration

User Name: | |
Establish your |dentity via registratiof

Change Password Password: | |

Change your password Using current passwo

Reset Password
Reset your forgatten password

All’ Ultimo Lavoro — Strive for the highest 5


https://forgotmypassword.pymblelc.nsw.edu.au/showLogin.cc
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3. Enter your College username and press continue.

»

Domain User N |cmcc|ure

x | (Example : Jsmith)

4. At this point you can elect to receive a verification code sent to your phone or email

address or to use your security questions. You can select which method you’d prefer
by using the drop down menus and radio buttons.

Please note — if you cannot access your College emails because your password has

expired, please select your alternate email address or select to answer your security
qguestions.

|£ ) send verification code to my

®  Fmail Id |CM xxxxxx @pyttxtttttttttt:il

@ ® vse my security answer to verify my identity

5. If you elect to answer your security questions, you will see a window like this

. Please
note you have a limited time to complete the reset password process.

[ Mobile A

Time left for this operation : 04:53 (1)

i

Answer the below question(s)

Que: What is the name of your younger cat?

Que: What is the name of your older cat?

Cancel

6. Once you have successfully changed your password you should receive a message
Ilke thls %nb]v,@i}m'@;ﬂ‘!ﬁg@

[IMobile Access | (2) Help

@ The password reset has been done successfully.

Back to home
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Setting up a Connection to the Pymble Network

Connecting to the College Wifi network is through a process known as ‘Onboarding’. Please
follow the steps below.

1. Copy the following link below and paste it into your web browser.

https://wifi.pymblelc.nsw.edu.au

@ @ Mew Tab *

Q|0 https://wifi.pymblelc.nsw.edu.au /

https:/fwifi.pymblelc.nsw.edu.au
A, https://wifi.pymblelc.nsw.edu.au - Google Search

2. Three Wifi profiles will show up on the web page. On your daughter’s laptop please
select Student.

%;lbleo@im'@llege

3. The website will detect your operating system and display a message similar to the
one below. Click Join Now to download the program. This will configure the device
to connect to PymbleStudent network when it is in range.

:]_)wrlblea@rex Gm‘.'ege

N\
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4. An installer file will begin to download and will appear at the bottom left of the
window. Once it has finished downloading please click on the file to open it.

Alternatively it may sit in your

é downloads folder, in the bottom
e e right of your Dock.
Downloads
z < .
Open your downloads folder and
click on the file to open it.
§ SecureW?2_JoinNow.dmg )‘ F

WiFi_JoinNew_Wrapper.dmg

33 AN

5. After the installer file has been downloaded, double click on the Secure W2
JoinNow file to open it.

[ BON — SecureW?2_JoinNow
= [0 ol T~ 3% v >

secure

@ AirDrop

:ﬂ-\; Applicati... @9
B Desktop SecureW2 JoinNow
@ Docume...

o Downloa...

Duaai

6. If a security warning appears, please click Open.

"SecureW2 JoinNow" is an application downloaded from
the Internet. Are you sure you want to open it?

“SecureW?2 JoinNow" is on Mg disk image “SecureW2_JoinNow.dmg™.
Google Chrome downloaded thidNdisk image today at 9:08 AM from
cloud.securew2.com.

Daon’'t warn me when opening applica¥gns on this disk image

? Cancel Show Web Page Cpen
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7. Your daughter will now be required to enter her College username and password.

If your daughter cannot remember her username and password please contact the
College IT Helpdesk on 9855 7771.

Please enter these credentials and then click Next to continue.

[ ] SecureW2 JoinNow

%%Jabte%fes'@)ﬂege

Please enter your credentials

Enter your Username rmarocn

Enter your Password:  esssssses

Show Password

CONFIGURE AUTHENTICATE JOINED

Cancel

8. The application will start to authenticate and enrol the required certificate. You will be
asked on a series of prompts for the Mac Administrator account credentials.

WiFi_JoinNow_Wrapper wants to make changes.

Username: Nuno Carvalheiro

Password:

Cancel

CONFIGURE AUTHENTICATE JOINED

Cancel

9. If a second credential prompt contains the button “Always Allow”, continue typing the
mac administrator’s password, but do not press enter after typing the password, click
on the “Always Allow” button. -

eapolclient wants to access key “SecureW2
JoinNow Private Key"” in your keychain.

To allow this, enter the “login” keychain password.

Password:

Always Allow

CONFIGURE AUTHENTICATE JOINED

Cancel
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10. As you are attempting to join the Pymble Student network from home, the network

11.

will not be in range. This is to be expected. The message in the dialogue box will tell
you that your Configuration succeeded. Please click continue when you receive
this message.

[ ) SecureW2 JoinNow

o
& fé -]

e

?_})’mblea@ies‘@‘oﬂege

Configuration succeeded. Network may not be in range or
Password may be incorrect. Click continue or retry.

CONFIGURE AUTHENTICATE

[ rery T

Once the device is brought onsite to the College your daughter will be guided as to
the next steps in the process.

If you do not see the successful configuration message, you may still proceed with
other steps in the set up process even if you cannot connect to the Pymble network
at this stage. We will assist your daughter to connect to the Pymble wifi network once
she commences.
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Installing the Microsoft Office Suite — Office 365

Through College licencing agreements, we are able to offer each student the ability to install
the full Microsoft Office Suite products on their laptop at no cost. Each student has five
licences to install on any devices they, or their family, own. Office 365 products are
accessible through the College Portal.

Preparing your Laptop
If your laptop has come pre-installed with a trial version of the Microsoft Office suite, or you
have previously installed an older version of Office, it is important that you remove this

software from the device as it may cause conflicts and confusion. Further information about
removing Office from a Mac can be found here.

Accessing the Pymble Portal

1. Launch your Internet browser and type the following link into the address bar.

https://portal.pymblelc.nsw.edu.au

2. Enter your College username and password. Don’t be concerned if you are asked to
repeat this entry several times.

portal.pymblelc.nsw.edu.au *

To view this page, you must log in to area

"portal.pymblelc.nsw.edu.au” on
' portal.pymblelc.nsw.edu.au:443.
Your login information will be sent securely. G
Name: |

Hotrnail teract : Gateway to
Password: 13 2013.. C5U | Charles...
Remember this password in my keychain
cancel | (ETIIN
Church by the YouTube Popular Purify

Bridge [ Log In

Tick the box to have your password remembered in your keychain
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Accessing Microsoft Office 365
Access to Microsoft Office 365 is via the Email section of the Portal.

1. Click on the Email icon.

My -
Pymble \

\T'mm\ Events \H«

- -- am

2. You may need to Sign in using your College email address and password. Your
college email address is your username followed by @pymblelc.nsw.edu.au. Your
email password is your general College password.

%?:rxbre a@l)ies‘ 611”(’;’{1‘

Welcome to MyPymble. Here is how to sign in.

Parents: Please use your 6-digit Username
‘Students and Staff: Please use your normal College
Username (e.g. esmith)

%o

3. If your email account has not yet been configured, please set the language and time
zone. ‘Canberra-Melbourne-Sydney’ is found towards the end of the list.

B% Outlook

[ English (Australia)

| (UTC+10:00) Canberra, Melbourne, Sydney

(3 Save
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4. Once your Outlook email is open, select the cog at the top right of the screen to
access settings.

C | & Microsoft Corporation [US] https:/foutlook.office.comjowa/?realm=sts.pymblelc.nsw.edu.au

| Office 365  Outlook
‘ R - B -
Search Mail and Peaple ,D @ New | v 7—J
® Folders Inbox All v Settings 2
Search all settings yel
. . Automatic replies i
5. The Settings menu will appear. e (Rt

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

6. In the search box, type in the word Software.

+\
—1

Settings x
soft X
Software

Install software.

7. Click on Software

8. You will arrive at the installation window. Here you will be able to install the Microsoft
Office Suite, as well as view and manage your 5 licensed devices. Please note that it
could take approximately 10 minutes for Office to download and install.

Click Install and follow the steps. Good afternoon

Apps Install Office
@ &« @ @ © &
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
ﬁ NE @ FE

Class
Teams Notebook Sway Forms

Explore all your apps —
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Installing OneDrive

OneDrive is Microsoft’s cloud storage solution. It is part of the Office 365 Suite and is an
important tool to be configured on your daughter’s laptop. With OneDrive configured, she will
be able to access and work on her files on any device, at any time. There are 2 components
to OneDrive — the laptop client and the online space. The laptop client keeps a copy of the
files on the laptop, which then syncs with the online cloud version.

Installing the Laptop Client

If you have already installed the OneDrive Mac Store App with an Apple ID, you can skip this
step.

1. Click on the link here to navigate to the installer of OneDrive for Business for Mac or
do an Internet search for “onedrive for business mac standalone” (without the speech
marks)

2. Click on Install OneDrive for Mac

Sync files with the OneDrive sync
clignt on Mac OS X

SharePoint Online, Office for business, Office 365 Admin, More...

The new (PneDrive sync client lets you sync files from your OneDrive for Business and even from
SharePoirt sites if your admin enabled it. (If you're the IT admin for your organization, see Enable users to
sync ShargPoint files with the new OneDrive sync client.)

Note: The new OneDrive sync client is supported on OS X version 10.9 and above. To use the
OneDriye desktop app to sync your work files, you need an Office 365 business account.

Instali and set up

If you have signed in to the OneDrive sync client with a Microsoft account (for example,
someonmI)mlook.com}, you should already have the OneDrive desktop app and you can skip to step 2
below.

1. Install OneDrive for Mac.

Important: If you are currently using the OneDrive Mac Store app, you must first uninstall it before
installing the latest build of the OneDrive desktop app.

3. The installer file will begin to download. Click on the OneDrive.pkg to begin the
installation process.

If your computer asks you if you
would like to keep or discard the
file, please choose keep.

OneDrive.pkg

Downloads
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4. Now the installer window will open and you will be guided through the steps to install
OneDrive for business.

Click Continue and then Continue again on the next screen.

¢ ® w Install Microsoft OneDrive [}
i elcome to the Microsoft OneDrive Installer E
L]
Inraduction You will be guided through the steps necessary to install this
i Destination Select
i nstallation Type
nstallation
Summary
[}
{
H
[} 5]
1
Continue
5. Now click install
¢ @ w Install Microsoft OneDrive [*]
| Standgrd Install on “Macintosh HD" !
3

Introduction

This wilNake 77.4 MB of space on your computer.

| Destination Select Click Install by perform a standard installation of this software
5 . on the disk "Magintosh HD".
i Installation Type

nstallation

Summary
|
{
3
]

Change Instal Location...
1
Go Back Install

I

6. You will now be asked to enter your Mac Administrator (laptop) password. Then
click Install Software.

Installer is trying to install new software.

i I’E:- Enter your password to allow this.

Username: BYOD

Password: | | |

Cancel
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7. The installation is now complete. You can move the installer to the trash.

% '« Install Microsoft OneDrive [}
5] " __ Do you want to move the “Microsoft E
P L OneDrive" Installer to the Trash?

Introductic = To keep this package in its current location, click

Keep.
sy Destinatio
Kee

fi Installatior L

Installation B

e The installation was successful.

| The software was installed.

ol I sl

R e L e o s

8. Now OneDrive should be installed. Click on the Launchpad in the Dock and search for
the OneDrive icon and double click on it.

OneDrive

9. When OneDrive opens, you will be prompted to type in your College email address.
Then click Sign in. @ 7777 TVicrosoft Onebrive

Set up OneDrive

Put your files in OneDrive to get them from any device.
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10. This next window will appear, displaying your College email address. When you click
in the password box it will begin redirecting automatically.

Microsoft OneDrive

] Office 365

Work or school account

beassidy@pymblelc.nsw.edu.au
Password
I
C
oo L
1
F
Can't acoess your account? E
F
| ]
C
1]
K
F
C
T
E
© 2016 Microsaft [ [ | Microsoft
Tems ofuse  Privacy & Cookies L E

11. You will then be prompted to enter your College username and password. Note - The
popup box may look a bit different to this. Type in your username and password.

@ Microsoft OneDrive

Please sign in with your account

beassidy@pymblelc.nsw.edu.au
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12. Next you will be asked to choose a location to install the OneDrive folder.

@ Microsoft OneDrive

This Is Your OneDrive Folder

Add files here so you can access them from other devices and still have them
on this Mac.

13. It should automatically select the top level of your user account ie not inside your
documents folder. This top level will be identifiable by the house icon.

Choose a location for your OneDrive fol

| 2 =) = @ blythecassidy Q
FavOTitn %] Applications >
:} Dropb =5 Creative Cloud Files >
ropbox 1] Desktop >
7Y iCloud Drive [ Documents >
A. Applications &) Downloads >
7% App =8| Dropbox >
= Desktop [ Movies >
|§j Documents U Music *
|5] Pictures [
© Downloads [ Public >
= Creative Cloud...
Devices
P v
(&) Remote Disc
Shared
Mew Folder Cancel Choose this location
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15. You will now be able to see the path of your OneDrive folder. Check again that you
can see the house icon and then click Next.
N -  Microsoft OneDrive

This Is Your OneDrive Folder

Add files here so you can access them from other devices and still have them
on this Mac.

Your OneDrive folder is & blythecassidy » [ OneDrive - Pymble Ladies’ College

Change Location W

16. It will now show you all the files that will sync. Note — your screen might look a bit
different. Click Next.

| @ Microsoft OneDrive

Sync Files from Your OneDrive

Choose what you want to download to your OneDrive - Pymble Ladies' College
folder. You can get to these items even when you're offline.

| (\ O all files and folders on my OneDrive

Choose folders to sync

Selected: 3.5 GB
Calculating...

E
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17. You will need to check that your OneDrive folder is set up for continuous syncing.

Launch OneDrive from the Launchpad

OneDrive

18. From the Menu bar at the top right of the screen click on the OneDrive icon.

w =
32 ﬁﬁﬁ 98% (%) Fri10:13am Q i=

*.*;g & At2d 3B

& OneDrive is up to date

Pymble Ladies’ College
St

Setting up your Windows 10 lapt...
Uploaded to 2018

31 minutes ago

07Connectl3.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connect12.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connectll.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connect10.pdf
Uploaded to Updated Class Lists

23 hours ago

07Connect09.pdf

Uploaded to Updated Class Lists
23 hours ago

ntin
07Connect08.pdf

Uploaded to Updated Class Lists
23 hours ago

O &

Open Folder View Online anre

19. Click on the 3 dots to access more options

23 hours ago |

Open OneDrive - Pymble Ladies' College Folder

20. Click on Preferences Preferences
View online

Pause Syncing s
Manage Storage
Send Feedback

Quit OneDrive

0 e

=n Folder View Online More

21. Check that the Open atdog-in box is ticked.

® Preferences

Ll @ na

Preferences Account Network Office About

General
Open at log-in g
Hide Dock icon

Save screenshots to OneDrive
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Accessing OneDrive Online

A copy of files saved to the OneDrive folder on the laptop is kept in

the online version. This

online OneDrive folder is accessed via the Portal using the Email link to Office 365. Changes
made to documents in one location will be automatically synced with the other.

1. Log in to Portal and click on the Email icon.

- .

2. Click on the nine squares in the top left of the window.

wen
It
s

Apps

3. A menu will open. Select OneDrive from the list. _wy'& Oneorive

/ @ Word

@2 Forms

$ PowerPoint E] OneNote

E,, SharePoint E— Teams

m Class Notebook @ Sway

Excel

ﬂ} Partner

4. Once OneDrive opens you
will be able to see and

access all of your files and O Search 4 New v T Upload v 02 Sync
folders.
Blythe Cassidy F'les
Files
v I Name
Recent
il 2015
Shared with me
. Ml 2016
Discover
Recycle bin | 2017
Pymble Ladies' College M 3D printing
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