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Project Management Tools to Help Manage
Your Graduate Employment Data Project
* Viewing it as a cohesive 12-month process

e Divorcing it from substantive career support

Operationalizing your project

Using traditional project management tools
— Timelines

— Flowcharts

— Checklists

Using tech project management tools
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Project Management Tech Tool: Trello
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://trello.com/tour

uman Resources Sic  @% 1912 Pike | AStarbuc  Ef DePaul University Co [ Linkedin [l] Vincent ndb NALP Connect [Y NALP - The Nationz| Visa IntelliLink §

Open a card and you can add comments, upload file attachments,
create checklists, add labels and due dates, and more.

= Install pot rack over the island in Ist ideas ©

Members Labels Add

b £ Members
as .

Description Edit & Labels

The pots and pans are piling up on the ground and I'm always tripping over = Checklist
them. | would say we should get rid of a few, but | love every single pot and pan

) . F H
we own! We need a pot rack. It would go great over the island in the kitchen. © Due date

77 Attachments 4 Attachment
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//trello.com/tour

uman Resources Sic  @W 1912 Pike | AStarbuc  EfJ DePaul University Co [&] Linkedin [l] Vincent ndb NALP Connect [Y NALP - The Nationzl [ Visa IntelliLink S

Sae All Notifications

Change Notfication Email Frequoncy

Aligw Deskiop Matifications

. . i Checklist
ith checklists and due dates, you won't miss

Inportant tasks, upcoming dates, or items. And with
he Calendar Power-Up, everything is in a nice Fil-some-holes-r-th
alendar view inside Trello. Or use the iCal feed in | Measure...

our own calendar app.

<& 2

Automate emails to save time

e Create a dedicated email address for
employment data collection

e Develop an email template
e Create an email merge
e Track clicks and opens

* Mark the emails for automatic return and
follow up
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Vocus.io
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. [ Login to Insightly | 1. 4D Firm Prospects, LLC @ QuickBooks Login -...

@

[ Scoop.itt [3) Linkedin (@ SusanE. Foster | P.. (@ Shylah R. Alfonso |
Features Pricing Get Vo

Make Gmail your competitive
advantage.

Vocus.io is a Chrome extension that brings brilliant
productivity to Gmail:

Track email opens and link clicks, accurately
Find any person's email from their name
Automate "gentle reminder” followups
Schedule emails to be sent at the right time
Launch multi-stage mail merge campaigns
Integrate with Salesforce and other CRMs
Templates, polis, snooze, and more

Vocus.io

€« o cC
Apps (D WebEx ¢ CEUONeStap » Rec...

\%

& Secure | hitps://vocus.io/pricing

[ Login to Insightly | I...

Email tracking
Templates & Snippe.rf ‘
Send Later & Snooze
F'ltnspe:‘ting

Automated Followups

Mail Merge Attachments
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Boomerang -www.boomerangapp.com

C @ Secure  htps://www.boomerangapp.com

Apps () WebEx & CEUOneStop » Rec.. [7f] Login to Insightly | .. 4 Firm Prospects, LLC @ QuickBooks Login -.. [} Scoop.it! [ Linkedin @ Susan E. Foster | P..

o ®

@ shylah R. Alfonso |..,

PRODUCTS
L L
N )
Boomerang Boomerang
for Gmail for Outlook

Schedule emails to send at optimal times,  Send messages at the perfect time, get a
snooze messages, get read receipts & reminder if your email doesn't get a reply.
follow up reminders if someone doesn't & add a smart calendar assistant to
respond toyour email. schedule meetings faster.

)

Boomerang
for Mobile

Send emails later, get follow up
reminders, read receipts, and snocze
messages to a time or alocation—all on
your Android or iOS device.
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Boomerang in action

red: ABA Graduate Outcome Form

Response Req

Recipients

Response Required: ABA Graduate Outcome Form - Class of 2018

Dear

more than 5-6 minutes of time.
Accurate employment data helps GW Law maintain its integrity in the law school marketplace.

Thank you in advance for your ¢/

Boomerang this: F
Abraham Pollack
Associate Dean 11 hour
GW Law Career C, In 2 hours
In 4 hours
Ethel Hong Law '0€
Associate,

Tomorrow morming
Tomorrow afternoon

in 2 days
In 4 days

In 1 week
In 2 weeks
In 1 month

Sans Seri L B 4 aAvaspecific time: o

Examples: "Monday 9am", "Dec 23"

=n =
@ ectmmra i w2 iy |

« +/ if noreply i
 if not clicked
if not opened
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We need your cooperation. As you may be aware, GW Law's accrediting body, the American Bar Association (ABA), requires all law schools ta collect specific information about each
graduate’s employment status. Please complete form (https://igoo.gl/fc j onC3) to ensure that GW Law is in compliance with ABA requirements. It should take you no

ould like assistance with your job search, please contact our office at 202-934-7340.

~ Boomerang Respondable
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Using Custom Forms to Save Time
Tracking Missing Graduates

e Graduates who are missing aren’t typically
found publically (bar directory, firm website,
etc.)

 If we only have one bite at the apple, how do
we get all of the ABA required fields quickly
and correctly?
— Use custom forms

* Bar swearing in ceremony
* Use for staff/faculty phone calls

2018 NALP Annual Education Conference April 24 - 27,2018  Hollywood, FL

GRADUATE SURVEY FORM: CLASS OF 2017 NALP EMPLOYMENT REPORT AND SALARY SURVEY

NAME:, PHONE:

ADDRESS:

NON-RICHMOND EMAIL:, DATE: 12/6/17

SIGNATURE:,

PART 1:
O Employed in a position for which you receive a salary o stipend or on a contract basis
0 Bridge to Practice Fellow
O Not Employed - Seeking Employment
O Not Employed — Not Seeking Employment
O Enrolled in a full-time degree program
1f you are employed, please complete Parts 2 through 6 below. Otherwise, please complete Part 6.

PART 2:

. Employer name and address:

Date you accepted offer:

. Start date:

IS

Annual Salary:

. Position Title:

PART 3: Please check ONE box for each option below.

1. O Full Time (35 hours a week or more)
O Part Time

2. O Bar Admission Required/Anticipated (includes judicial clerks)
0 JD Advantage
O Other Professional Position (describe)
0 Non Professional Position (describe)

3. O Lasts for a year or more and has no known end point
O Lasts for a year or more and has a known end point
O Lasts for less than a year

IS

0 Not seeking other employment
O Still seeking other employment

2018 NALP Annual Education Conference April 24 - 27,2018  Hollywood, FL
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BAKT & Please sebct th - applicable qusst
LAW FIRM EMPLOYER BUSINESS EMPLOYER
L Job Type: 1. Type of Empleyer:
0 Assocuse Eatry Level Atterney Partoe Legal waporary apracy
0 Staff Attorney (nce partueribep track) O Accousting firm
O Paralegal O Investment baskng finmoal manrnon
O Law Clerk O Entertmament sport: man sgement co
0 Masages Admunuserator O Healthewe
O Patent Agust O Insrance
0] Other nm attorney posstion O Manaprment comulnng fm
L Sise of firm: gw‘r—n——m
0 Sele (yen started your owm fiom) techmoiogy coupamy
oo ) Othar technsiogy s commerce
o1 D Trade assocutn or poltcal campugn.
astie R e o b
o101-25%0 o -
0251500
0300 L Typeotdeh:
O Temgparary smorney woek
PUBLIC INTEREST/NONPROFIT Oy
EMPLOYER 5 oo My
» O Buson-: devviopamest wakes markeasg.
' c—"!""*-"‘: yter s el as associate (with accounting fim)
i
gCnIIl'i-n:- e O E-dhiscovery snorney (with 1 LPO)
o ‘advocacy gu-n(mnaam)
0 Orher (daseribe) fe
GOVERNMENT/JUDICIAL
EMPLOYER
o e ACADEMIC EMPLOYER
Qsem L Tyl Begleper
O Lecal (caty county mmmacipal) O College or Usnsverury
D) Ot (dscribe), o ey
2 Topesbdeks OOt (duseribe)______
Clackabap L TypeofJob:
udge Name: OF:
Coust Name: o
City and State O Ranaech sttt Tomp
O Military JAG Corps (amy service)
O Military Other (wsformed or crvilian)
0 Public Defender
0 Apemcy Honors Program
O Ocbr apescy (chade: Liw enforcement)
0) Ot (duscribe)

2018 NALP Annual Education Ct
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BAKLS:  Please deseribe how yom first learned of and made initial contact with your smployer.

OYe
ONe

GENDER IDENTITY:
O Male
0 Femie
01 do not idannfy 3 male or female
O Indemay 2 wamspender

O Malstary servace from  country other thun U S

2018 NALP Annual Education Conference
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Otherwise, please complete Part &

2 Date you acoepted offer

3 Start due

10 Full T (35 s 3 wosk o more)
0 Past Tiame

1 OB=

BAKLL  Please chock ONE bat for each option belor.

01D Advastage

0 Otk
0 Now Profeucsal Pounos (dewenbe)

00 Lasts for s ham 3 yoar

3. 03 Lasts for 2 year or more and dows not have 2 knows end poist
0 Lasts for 2 ywas ox maore and bas 2 known end pomt
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EARL & 104 snswer the applicable queition:
LAW FIRM EMPLOYER BUSINESS EMPLOYER
1 Job Types L Type of Emplayer:

O Assocuse Eawy Level Amorney Partoer ') Lagal semporary apency
0 Staft Aforney (nos partserisp O Accomting fim
OPuepd vt kg il it
O Mamaper Adsmistrascs O Haaltheare
0 Pasest Agest [ m—
D) Otbes non-atiormey positon O Momgument conitng fem

1 Sise of firm: O Lagal Proces Outsosscs (LPO)
gﬁ;t—‘-"‘!——'ﬂ g%—dﬂhﬁ—q
gﬂg O Trade assocuation or politiesl campuign
osi-lo0 0 Rets] trade or bosputalsty
gma oo
o L Typeetieh:

O Teaperary antcrsey werk
PUBLIC INTEREST/NONPROFIT fromieilaaae
EMPLOYER g“‘-’""'

L. Primary Type of Work: ) Bussowss development sales marketing
0 Publsc Defendar or Appeilste Defander g'- da P
ggmu.'n-_ e O E-discovery stioesey (with 1s LPO)
D Policysdvacacy O Landmn (with 20 eomrgy coupasy)
0 O 03 O (describe)

GOVERNMENT/JUDICIAL
EMPLOYER

B Lk ACADEMIC EMPLOYER

o LT Employer:

O Foderal b derra

O Local {aty couty mmmcmpal) O Collage er University

o v Educanon.

i Trpuatibe O Othar (describe)

uu.am.u..h‘-“_ L Topeatleh:
Court Name o
S | SiiSee—
e
O Miltary JAG Corps (amy service)
0 Mibtary Ober (umaformaed ox crvibias)
Proaca
Puble
0 Apesey Hosor Progam
0) Other agency (mcludes Lrw enforcement)
03 Ot (describe)
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Google Suite & Zapier

* Create file folders for each graduate
* Create a survey in Google Forms

* Automatically save responses as a PDF in the
graduate folder

2018 NALP Annual Education Conference April 24 - 27,2018  Hollywood, FL

Whatis 74 pa'lfer' ?

WWW.zapier.com

Zapier is an online automation tool that
connects your favorite apps, such as Gmail,
Slack, MailChimp, and over 1,000 more. You
can connect two or more apps to automate
repetitive tasks without coding or relying on
developers to build the integration.

Zapier is a timesaver!

2018 NALP Annual Education Conference April 24 - 27, 2018 * Hollywood, FL
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Create Graduate File Folders using
Zapier in 3 Steps!

Step 1: Create a spreadsheet with a list of all graduates.
(Zapier works with Google Sheets or Excel).

Step 2: Create the folder where you would like the have the
graduate folders saved.

Step 3: Make the Zap!

Donel!

2018 NALP Annual Education Conference April 24 - 27,2018  Hollywood, FL

Step 1: Create a spreadsheet with a
list of all graduates.

(Zapier works with Google Sheets or Excel)

Sample Roster [ ]
File Edit View Insert Format Data Tools Add-ons Help
o~ o~ o®m PO100% - $ % 0 .00 123-  Aral
Jx
A B c
1 Last Name First Name Email
2  Badawi Ethel ebadawi@law.gwu.edu
3 McRae Mikaela mmcrae@law.gwu.edu
4 Fine Susan sfine@law.gwu.edu
5  Glosser Andrea aglosser@law.gwu.edu
6  McLaughlin Julie jamclaughlin@law.gwu.edu
7 Nelson Sabrina sanelson@law.gwu.edu
8 Saxena Jaya jsaxena@law.gwu.edu
9 Seffel Lauren seffel@law.gwu.edu
10 White Katie kwhite@law.gwu.edu

2018 NALP Annual Education Conference April 24 - 27, 2018 * Hollywood, FL
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Step 2: Create the parent folder for
each of the graduate folders

My Drive > NALP 2018 Sample Files ~

My Drive Name Owner
E Team Dﬂ BB Graduate Employment Files me
.. Shared with me RESPONSES SAMPLE TEST SURVEY FOR NALP (Responses) me
(©  Recent B sample Email me
Y Starred

Sample Roster me
B  Trash

E SAMPLE TEST SURVEY FOR NALP me

246.3 MB used

2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL

Step 3: Make the Zap!

We're hiring - work remotely X
0
Zapier Q Home Apps  Integrations Tips & Advice Invite TRgm - a8

Explore Zaps TaskHistory Connected Accounts

Q Filter Zaps. Home
v
PRIVATE FOLDERS +
Home i

v & Class of 2017 Folders

SHARED FOLDERS

Need to share your Zaps?

Class of 2017 Mail Merge for @
] ra Employment Data bl

Start collaborating with your team faster with B& Create Folders for Graduates SAMPLE
Zapier for Teams. Learn more

2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL
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Select the trigger (your
spreadsheet)

/ Name your zap

Addanote Choose a Trigger App
TRIGGER .
fsearch hundreds of apps v
1. Set up this step ~
Cirouss AP YOUR APPS
# Rename Step
Google Drive Gmail Google Sheets WebMerge
*
show all
AcTION
* 2, Set up this step hd
BUILT-IN APPS

a
& GetHelp Response Time: ~2h | M-F 9am-5pm PST ﬁ ﬁ‘a} </> ‘?

2018 NALP Annual Education Confe| April 24 —27, 2018 * Hollywood, FL

Set up the trigger condition

0ose Trigger or

Name your zap

Add a note
=]
TRIGGER
1.Set up this step ~ Select Google Sheets Trigger

B Google Sheets

Search Google Sheets Triggers.
# Choose Trigger

New or Updated Spreadsheet Row
/ Renamestep Triggered when a new row is added or modified in a spreadsheet.

New Spreadsheet Row

+
° Triggered when a new row is added to the bottom of a spreadsheet.
ACTION show less common options
* 2. Set up this step v
.
2018 NALP Annual Education Conference April 24 - 27, 2018 * Hollywood, FL
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Link your account

# Name your zap

Add a note

TRIGGER

1. New Spreadsheet Row ~

B Google Sheets
# New Spreadsheet Row

& Choose Account

/ Rename Step

’ 2. Set up this step v

W Get Help Res

2018 NALP Annual Education Confe

I ‘

Search your Google Sheets Accounts.

Select Google Sheets Account

/ Google Sheets ebadawi@law.gwu.edu

ebadawi@law.gwu.edu added 14 minutes ago

/ Google Sheets compliance@law.gwu.edu

compliance@|aw.gwu.edu added 35 minutes ago

Connect an Account

Test

April 24 —27, 2018 * Hollywood, FL

Select the worksheet with the roster

# Name your zap

Add a note

TRIGGER

1. New Spreadsheet Row ~

B Google Sheets

# New Spreadsheet Row

7/ Rename Step

ACTION

’ 2. Set up this step b

2018 NALP Annual Education Confe
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& Google sheets compliance@l... ‘
= EditOptions

Set up Google Sheets Spreadsheet Row

B spreadsheet irequired)

Sample Roster

B Worksheet (required)

You must have column headers
Sheet1
Cr Refresh Fields

April 24 -27, 201

Hollywood, FL
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Zapier does a quick test to make sure
the data is pulling in correctly

/ Name your zap

Add a note
1. New Spreadsheet Row ~
O ? Test Google Sheets
Google Sheets

# New Spreadsheet Row

© Test Successfull
o Google Sheets compliance@l...

= tditOptions

Alright got It! You can view your spreadsheet row to make sure everything looks OK.
A PullinSamples ‘We'll use this as a sample for setting up the rest of your Zap.

/ Rename Step

Cr Re-test Google Sheets to get another spreadsheet row

AcTion

* 2. Set up this step ~

2018 NALP Annual Education Conference

April 24 —27, 2018 * Hollywood, FL

Choose the destination for the folders

# Name your zap

Add a note

Choose an Action App

TRIGGIR Bearch hundreds of apps. v
1. New Spreadsheet Row v

YOUR APPS
+
s ) & N
* 2. Set up this step ~
Google Drive Gmail Google Sheets WebMerge
# Choose App
show all

7 Rename step BUILTIN APPS

2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL
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Choose Action or

Name your zap

Add a note
TRIGGER
. 1. New Spreadsheet Row v
+

CREATE

AcTion
L 2. Set up this step ~

& Google Drive

# Choose Action

) °

SEARCH

7/ Rename Step

X Delete

2018 NALP Annual Education Confe

Choose the action: Create new folder

Search Google Drive Actions,

¢

Select Google Drive Action

Create File from Text
Create a new file from plain text

Upload File
Coples an existing file from anather service to Google Drive.

Create Folder
Create a new, empty folder.

show less common options

April 24 —27, 2018 * Hollywood, FL

Link the drive account

/# Name your zap

Add a note

TRIGGER
1. New Spreadsheet Row v
+
) o
AcTion
L) 2. Create Folder ~

& Google Drive
4 (Create Folder

& Choose Account

2018 NALP Annual Education Conference
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/ Google Drive Account #1

added 8 months ago

Connect an Account

&

Select Google Drive Account

April 24 -27, 201
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# Name your zap

Add a note

®

ACTION
L 2. Create Folder ~

Google Drive
Create Folder

Google Drive compliance@la..

e - e

Edit Template

/ Rename Step

¥ Nalata

W Get Help Res

2018 NALP Annual Educati

1. New Spreadsheet Row hd

|

Select the destination folder &
naming convention

& Drive (optional)

The drive to use. If nothing Is selected, then your personal Google Drive will be used. If you are connected with any Google

Tearn Drives, you can select it here,

My Google Drive ~

& Parent Folder (optiana)

Sel
left blank

re 10 create this new folder, Keep

t0 g0 inside folders, De

NALP 2018 Sample Files ~

& Folder Name (required)

((CEZX] whee §

Q fearch

(©) [ New Spreadsheet Row
First Name

Email

Last Name

Row Nimher

April 24

7, 2018 * Hollywood, FL

Test it out...

/ Name your zap

2018 NALP Annual Educati
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Add a note
%* > & Send Test Folder to Google Drive
TRIGGER Ta test Google Drive, we need to create a new This Is what will be created:
1. New Spreadsheet Row v
+
SAMPLE:
Action Q Search
L 2. Create Folder A
Parent Folder: NALP 2018 Sample Files
& GoogleDrive - Folder Name: White, Katie
# Create Folder
& Google Drive compliance@la... EMPTY FIELOS:
= Edit Template - .
Drive: empty (optional)
A Testthis Step
7/ Rename Step
Nalata

April 24 —

2018 * Hollywood, FL
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Name the Zap and turn it ON!

vour zap is (@) OFF

Dashboard — Testthis Step or View Task History

# Graduate Folders Test .
e A ATest folder was sent to Google Drive about 1 minute ago.
anote
TRIGGER
1. New SP!’EBdShEE[ Row v SAMPLE FROM GOOGLE DRIVE:

Q search,
+
mimeType: application/vnd.google-apps.folder
AoTioN lastViewedByMeD... 2018-04-22718:22:32.7242
[ ~
2. Create Folder appDataContents:  false
& Google Drive labels:
# CrediEaider restricted: false
& Google Drive compliance®la...
starred: false
= EditTemplate
L Testthisstep trashed: false
hidden: false
/ Rename Step
- viewed: true

2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL

Other Zaps!

* Mail merges from spreadsheets

» Create PDF files of Google Survey Responses using
Google Sheets & WebMerge

» Automatically download attachments from email

» Explore other ways to automate your workflow

2018 NALP Annual Education Conference April 24 - 27, 2018  Hollywood, FL
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Text Messaging — Google Voice

= Google Voice Q@ search Google Voice w0 '

Search for available numbers by city or area code.
Skip this

Q search by city or area code

QO Geneva, L
Q Enfield, CT
Q. Duluth MN I{;“'- B
2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL

Google Voice — Pick Your Number

B e

G| & Secure | hups:/voice googie.com/w/0/signun
Backmarks | ) £ Faceba <

= Google Voice Q, search Google Voice # 0 ‘

Search for available numbers by city or area code.
Skip this

Q. search by city or area code

Q Geneva, IL
Q Enfied, CT

Q Duluth, MN

2018 NALP Annual Education Conference April 24 —27, 2018 » Hollywood, FL

NALP — We Advance Law Careers



Annual Education Conference
April 24 — 27, 2018

Works just like your cell phone!

e T Y e T

€ 2|8 Secmr | mipnvoc geoghecom

e 440 8385714 Okay. Moe samn part-
Y- . :im

Pepert you status 88 of ey Thacks!

e conrprinil "

—— =
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Other Important Reminders

* ABA Council Feedback Session
— Tomorrow, 7:45 am, Regency 2

e NALP/ABA Employment Outcomes Reporting
Advisory Group

— Working with ABA to suggest changes to the
Protocol and efficiencies for the process

— Send ideas, thoughts, suggestions to Heather at
h.d.difranco@csuohio.edu
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