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Welcome and Norms

Engage fully with the content, prompts, and each other

Use the Chat to ask questions, share ideas, or get support

Say hello in Chat now!

What are you hoping to take away today?

Click the Raise hand if you'd like to come off mute

Use React during the meeting or tap-back emojis in chat

Keep your camera on if you're able, it's fun to 
see everyone!

Please mute your mic to reduce background noise



Session is 
being 

Recorded



Meet the Presenters

Brian Dvorak - EdTechMatthew Schwartz - EdTech



Educational 
Technology 
Website

go.fresnou.org/edtech

http://go.fresnou.org/edtech


Copilot 
Resources – 
go/copilot/



Learning 
Intentions Use Copilot Chat 

safely and 
responsibly

1

Write effective 
prompts for real 
work tasks

2

Apply AI as a 
thinking partner 
and to save time

3



Agenda
What is Copilot Chat

Responsible Use

Use Cases for Staff

Prompting + Demo

Hands-On Practice

Reflection + Q&A



9

AI Literacy = Life Skills



AI Foundational Literacy Campaign from Fall 
2025

FUSD Training Website (knowbe4)

https://go.fresnou.org/knowbe4
https://go.fresnou.org/knowbe4
https://go.fresnou.org/knowbe4


Superintendent and CTO Messaging

AI is here → we are preparing staff and 
students

Anchored in:

 Safety

 Human-Centered

 Appropriate Use

 Superintendent messaging

https://www.parentsquare.com/feeds/81556269?s=eyJhbGciOiJIUzI1NiJ9.eyJ1c2VyX2lkIjoyMDIwNjczNiwiZXhwIjoxNzg3Nzg1NDg3LCJ1cmwiOiJodHRwczovL3d3dy5wYXJlbnRzcXVhcmUuY29tL2ZlZWRzLzgxNTU2MjY5IiwibWV0aG9kIjoiR0VUIiwicXVlcnkiOnt9LCJyZXF1ZXN0Ijp7fX0.pacaGpwJgpVX3jrJ8bIqStUonSO-YlXvnX1soY26nL4


Tips,
Limitations,

and
Responsible Use

Human-Centered Tips:

• Always review AI-generated content
• Use it to enhance, not replace your judgment
• Use it as a “Copilot”, not an “Auto-Pilot”
Limitations:

• Our current E3 subscription includes Copilot Chat 
Basic, not Copilot Chat Premium

Responsible Use:

• Avoid entering personally identifiable information 
(PII), such as names, email addresses, or 
telephone numbers.

• Follow all District Policies on AI use
• Cite when using AI

ThePhoto by PhotoAuthor is licensed under CCYYSA.

https://go.fresnou.org/aup


So Many 
GenAI Apps 

Out There



What is Copilot?
• Generative AI Chat assistant

• Designed to enhance productivity and 
reduce repetitive tasks.

• Natural language input → AI-generated 
output

• Context-aware and can analyze your 
documents

• Includes data privacy agreement with 
Microsoft

• Our data is encrypted and is not used to 
retrain the AI model

A screenshot of a document

AI-generated content may be incorrect.

https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f


Use Cases



Use 
Cases 
for All 
Staff

• Draft emails and communication
• Summarize documents or messages
• Create plans, checklists, or ideas
• Generate reports or visuals
• Support classroom or site-based tasks
• Summarizing data and creating reports
• Create graphics and other multimedia



How About You?

How have you used 
Copilot or other AI 
tools to support your 
work?

Share your Use Cases 
in our Teams Meeting 
Chat. 



Use Cases for
Instructional & 

Student-
Facing Roles

Enhancing Student Tasks and Lesson 
Plans
Drafting parent communication
Creating rubrics or assessments
Summarizing data from Excel
Generating ideas for classroom activities
Creating visuals for presentations and 
other resources
Drafting sub plans



Use Cases for 
Operational Tasks
Write a letter to an audience with a 
specific tone
Draft email replies and summarize long 
emails
Creating reports based on data
Drafting newsletters, flyers, or 
announcements
Drafting plans and tasks for events and 
fieldtrips
Creating graphics for presentations, 
newsletters, etc.



How to Use 
Copilot Chat

How to Use Copilot Chat

https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6


What makes a Good Prompt?
‍ [ROLE] [TASK] [CONTEXT] [TONE/OUTPUT]

Specify the persona 
or topic expert

Clearly define what you 
want created

Provide specific context, 
details, audience, resources, 

etc.
The tone and format of 

the response

Examples:

Act as an instructor design a student task for [insert grade] students to 
practice [insert 

standard] with a partner
at a [insert grade] reading 
level. Include a rubric for 

assessment.

Act as customer 
support write an email 

response
to this message: [pasted 

email message]
in a friendly, professional 

tone.



Sample Prompt:

“Act as an experienced school district 
leader to design a 60–90 minute end-of-
year all-staff meeting. Create an 
engaging plan that includes an agenda, 
activities, and tools to celebrate 
accomplishments, align with district 
goals, and build momentum for next 
year. Present it in a clear, organized 
format with an uplifting, appreciative 
tone.”

“Act as an experienced school district 
leader to design a 60–90 minute end-of-
year all-staff meeting. Create an 
engaging plan that includes an agenda, 
activities, and tools to celebrate 
accomplishments, align with district 
goals, and build momentum for next 
year. Present it in a clear, organized 
format with an uplifting, appreciative 
tone.”



Train Copilot with 
your content
➢Type a / (forward slash) and 

the name of a file in your 
OneDrive, or

➢ Click the + (add and 
manage resources) icon

➢You also can add a link to 
the resource.

Remember to check for PII



Creating an Image
Click the + (add and manage resources) icon and select Designer



Let's look at CoPilot!
Live Demonstration



Hands-On Practice
Think of a real task you need 
to complete this week and try 
it with Copilot.



Hands-On Practice with Copilot

‍ [ROLE] [TASK] [CONTEXT] [TONE/OUTPUT]

Specify 
the persona or 

topic expert

Clearly define what 
you want created

Provide specific context, 
details, audience, 

resources, etc.

The tone and format 
of the response

Examples:

Act as an 
instructor design a student 

task

for [insert grade] students 
to practice [insert 

standard] with a partner

at a [insert grade] 
reading level. Include 

a rubric for 
assessment.

Act as customer 
support write an email 

response
to this message: [pasted 

email message]
in a friendly, 

professional tone.



Reflection:

Please share any 
interesting ideas or "a-

ha's" from Copilot Chat.

Or, what other ways or 
you thinking about using 

Copilotat work.



Reflection

• What is one way you could use Copilot in 
your work this week?

• Who could you share this learning with?

• What support or resources would help you 
get started?



Your next
3 Steps...

✓ Try Copilot for one task (email, 
summary, plan, etc.)
✓Use the prompt framework (Role + 

Task + Context + Tone)
✓ Share a success with a colleague



We 
Appreciate 

Your 
Feedback



Q&A



Resources
• District Copilot Chat web page - go.fresnou.org/copilot

• Microsoft 365 Copilot video tutorials - Microsoft Support

• AI for educators - Training | Microsoft Learn

• What is Copilot: One-Pager

• How to Use Copilot: One-Pager

• AI for educators - Training | Microsoft Learn

• Enhance Teaching and Learning with Microsoft 365 Copilot Chat - Training | 
Microsoft Learn

• Microsoft 365 Copilot video tutorials - Microsoft Support

• Microsoft 365 Copilot user engagement tools and templates – Microsoft Adoption

• Microsoft 365 Copilot Chat resources for education – Microsoft Adoption

• This presentation was enhanced using Copilot Chat; https://m365.cloud.microsoft

https://www.fresnounified.org/departments/it/educational-technology/apps/copilot
https://www.fresnounified.org/departments/it/educational-technology/apps/copilot
https://go.fresnou.org/copilot
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://support.microsoft.com/en-us/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://learn.microsoft.com/en-us/training/paths/ai-education/
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGuGioBtHk/AzIcREmzwRdQeDnE6phobg/view?utm_content=DAGuGioBtHk&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hb2480eb19f
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://www.canva.com/design/DAGzXDm0I6g/gKl4gTsDbU9WXtS6vzCiuA/view?utm_content=DAGzXDm0I6g&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=hbcf19074d6
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fpaths%2Fai-education%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147194962659%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zmpVkMHW1JO0tFzdBcSIfMmeGJiRNT1BTSSyYEq7Rfo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fpaths%2Fai-education%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147194962659%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zmpVkMHW1JO0tFzdBcSIfMmeGJiRNT1BTSSyYEq7Rfo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fpaths%2Fai-education%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147194962659%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zmpVkMHW1JO0tFzdBcSIfMmeGJiRNT1BTSSyYEq7Rfo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fpaths%2Fai-education%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147194962659%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=zmpVkMHW1JO0tFzdBcSIfMmeGJiRNT1BTSSyYEq7Rfo%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fmodules%2Fenhance-teaching-learning-microsoft-copilot%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195098803%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4jCsZO1UivcEEB17pXp7%2BhcnuR0CRIOnGftF9uuo258%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fmodules%2Fenhance-teaching-learning-microsoft-copilot%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195098803%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4jCsZO1UivcEEB17pXp7%2BhcnuR0CRIOnGftF9uuo258%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fmodules%2Fenhance-teaching-learning-microsoft-copilot%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195098803%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4jCsZO1UivcEEB17pXp7%2BhcnuR0CRIOnGftF9uuo258%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fmodules%2Fenhance-teaching-learning-microsoft-copilot%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195098803%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4jCsZO1UivcEEB17pXp7%2BhcnuR0CRIOnGftF9uuo258%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flearn.microsoft.com%2Fen-us%2Ftraining%2Fmodules%2Fenhance-teaching-learning-microsoft-copilot%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195098803%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4jCsZO1UivcEEB17pXp7%2BhcnuR0CRIOnGftF9uuo258%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Ftopic%2Fmicrosoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6%23ID0EBBD%3DCreate%26id0ebbd%3Dcreate&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195140545%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pbsPRwtFHbMojTyNlvDC2irU0T3oGkksKIv4hPoQ4dk%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Ftopic%2Fmicrosoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6%23ID0EBBD%3DCreate%26id0ebbd%3Dcreate&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195140545%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pbsPRwtFHbMojTyNlvDC2irU0T3oGkksKIv4hPoQ4dk%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Ftopic%2Fmicrosoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6%23ID0EBBD%3DCreate%26id0ebbd%3Dcreate&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195140545%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pbsPRwtFHbMojTyNlvDC2irU0T3oGkksKIv4hPoQ4dk%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Ftopic%2Fmicrosoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6%23ID0EBBD%3DCreate%26id0ebbd%3Dcreate&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195140545%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pbsPRwtFHbMojTyNlvDC2irU0T3oGkksKIv4hPoQ4dk%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadoption.microsoft.com%2Fen-us%2Fcopilot%2Fuser-engagement-tools-and-templates%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195157792%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aoG0esVLklODKiJJbQYej15igofjNnVRNGqvDo2d1Z8%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadoption.microsoft.com%2Fen-us%2Fcopilot%2Fuser-engagement-tools-and-templates%2F&data=05%7C02%7CBrian.Dvorak%40fresnounified.org%7C00f7cc840be141a7067608de76304c23%7C74c9008303c6453a801c9251cdd17eb8%7C0%7C0%7C639078147195157792%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=aoG0esVLklODKiJJbQYej15igofjNnVRNGqvDo2d1Z8%3D&reserved=0
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