USER MANUAL

FOR

STAFF HOUSE BUILDING LOAN APPLICATION
SYSTEM

DIVISION/ZONE/BRANCH END USER




Table of Contents

1

2
3
4

OVERVIEW OF THE SYSTEM ..ottt s 3

ADVANTAGES OF THE SYSTEM .. .ottt st s s 3

USER MANAGEMENT ...ttt sttt ettt st st ne b nesreeme e nesreenes 3

DIVISION/ZONE/BRANCH END MAKER .......ccoitiiiintiiniieenetreeesre ettt 4
41  HOME PAGE (LOGIN PAGE) ....cctiiiiiinieiisieinietntetsiet ettt sttt 4
4.2 LOGIN AS A MAKER....i ettt sb et s s sb e s ee e sneenesreeneeas 4
4.3 CHANGE PASSWORD .....ooiiitiitteesteetett sttt sttt sttt sre et s r s b e saeeeesbeenesreeneeas 5
4.4 LOAN APPLICATION ..ottt sttt ettt se e st sr e e n e s eeesreenesreemeens 6
45  APPLY NEW APPLICATION.....cooiititeiteeneenrt ettt ee st s s 7
4.6 EDIT APPLICATION ....ooiiitieee ettt st s s e 11
4.7  DETAILS APPLICATION ...ttt ettt sbe e st b e s ee b 12
4.8  DOWNLOAD APPLICATION ....ioteiiitteiesestteeste ettt ettt ettt st sb e s eesne e 13

DIVISION/ZONE/BRANCH END CHECKER........ccocceitneinieirieinieietcsieeeiees et 14
5.1  LOGIN AS A CHECKER......iiieiieetctceee et 14
5.2 CHANGE PASSWORD ..ottt s e 15
5.3  APPROVE APPLICATION ..ottt sttt sttt st sb et sttt 16
54  ALL STAFF LOAN APPLICATIONS ...ttt st 17



1 OVERVIEW OF THE SYSTEM:

Every Division/Zone/Branch will have their own ID and Password from the system as a checker
and a maker. The maker will give information through the form. The checker will verify the
information and approve it. Then these validated information’s are processed by HR department.
In the meantime, maker from the branch can see the status for his branch’s application.

2 ADVANTAGES OF THE SYSTEM:

The whole system is online based so it can be accessed through internet. It is not dependent on
single machine or desktop. Division/Zone/Branch user can apply more in flexible way.
Division/Zone/Branch user can get loan status. Application will be verified form the
Division/Zone/Branch (checker) & it will be less error than the existing system.

3 USER MANAGEMENT:
There are two types of branch user:

1. Division/Zone/Branch user — maker

2. Division/Zone/Branch Branch User- checker



4  DIVISION/ZONE/BRANCH END MAKER

4.1 HOME PAGE (LOGIN PAGE)

The homepage is available at https://erpl.rupalibank.com.bd/hrms which also include in the
https://rupalibank.com.bd/ website in “Services” menu.

User will login with existing user id and password.

HRMS +JLogin

Log in

Enter userid and password to log in.

User ID

Password

© 2022 - ICT Systems Division,Rupali Bank Ltd.

4.2 LOGIN AS A MAKER
After login user will come here.

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsysmki  (® Log off

Web Portal Logged User Details

User Name: ICT System Division, Head Office
Maker

User ID: ho-ictsys-mk
Department: ICT SYSTEMS DIVISION

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd.



https://erp1.rupalibank.com.bd/hrms
https://rupalibank.com.bd/

43 CHANGE PASSWORD
To change the password user has to click the change password button

HRMS Staff House Building Loan ~ Change Password Hello ho-ictsys-mid G Log off
Web Portal Logged User Details
User Name: ICT System Division, Head Office
Maker
T IS FEfGe

User ID: ho-ictsys-mk

Department: ICT SYSTEMS DIVISION

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd.

After clicking the change password button user will come here for giving input for current password, new
password and confirmed password and then click change password button (arrow pointed).

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsys-mki & Log off

Change Password.
Change Password Form
Current password
New password

Confirm new password

‘ Change password

© 2022 - ICT Systems Division,Rupali Bank Ltd



4.4 LOAN APPLICATION
Click on the Staff House Building Loan menu and you will get Staff House Building Loan Application
submenu to apply new loan, click here (red arrow pointed).

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsysmkl > Log off

Staff House Building Loan Application

Web ruoren Logged User Details

T User Name: ICT System Division, Head Office
() TN TRT [FAMDS

User ID: ho-ictsys-mk

Department: ICT SYSTEMS DIVISION

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd.

After clicking on the Staff House Building Loan Application menu user will come in this page. In This
page user can see everything about the application in details.

HRMS Staff House Building Loan ~ Change Password Hello ho-ictsys-mk! (> Log off

[ICT SYSTEMS DIVISION ]
Loan Application History | Apply New Application

Show | 10 v | entries Search: | By Reg No.
Reg. Application Applied  Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENIOR PRINCIPAL ~ SHBL for 03/07/2022  Rennovation 2475000  12070_LoanApprovaljpg Pending for Edit | Details = Download
ABDULLAH = OFFICER(SENIOR Rupali of Department
ALMAMUN = PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022
Showing 1 to 1 of 1 entries Previous | 1 Next

© 2022 - ICT Systems Division,Rupali Bank Ltd.



45 APPLY NEW APPLICATION
Click Apply New Application to go to the Application form.

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsys-mki > Log off

[ICT SYSTEMS DIVISION ]

Loan Application History | Apply New Application _

Show| 10 v entries Search: | By Reg No.
Reg. Application Applied  Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENIOR PRINCIPAL = SHBL for 03/07/2022 Rennovation = 2475000 = 12070_LoanApprovaljpg Pending for Edit | Details = Download
ABDULLAH | OFFICER(SENIOR Rupali of Department
AL MAMUN PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022
Showing 1o 1 of 1 entries Previous | 1 | Next

© 2022 - ICT Systems Division,Rupali Bank Ltd

After clicking Apply New Application user will come here. After filling up the information click Apply.
It will send the Application to the Department Head (checker) to verify the requisition.



HRMS  staff House Building Loan ~

Change Password Hello ho-ictsys-mk! C*Log off

| [ICT SYSTEMS DIVISION] | Staff House Building Loan Application

* marked Fields are mandatory

Employee Basic Information (* (3 4% 920 1€ 2746 F409 11 Z0H02 CTITT ITES A0 79w S TGS 7 F57)

Loan Circular+

Please Select

Reg. No* Please Select

Name*

Name(Bangla)*

Posting

Designation

Joining Date At Rupali

Bank

PRL Date

v Father Name+

v Mother Name*

Spouse Name+*

Mobile*

NID+

Father
Name(Bangla)*

Mother
Name(Bangla)*

Spouse Name(Bangla)

Contact Information (* CIif%52 7%3, GITS 797 © SAS 797 72 717 B TS MNES 31 F0 T390 3G B F57)

Present Address

Districte

Police Station*

Post Office*

Address(Bangla)*

Please Select

Please Select

Please Select

Permanent Address
v Districte Please Select v
v Police Station® Please Select v
v Post Office* Please Select v
Address(Bangla)*
VZ V

Employee Salary & Benefit Information (* 7%% S JtGEEw & F59)

* Please Enter GPF/CPF Balance as on 30/06/2022

Salary Grade (@@=

o).

Current Basic Salary
W @)

Total Salary =t

@)

Take Home Pay (srfas

Provident Fund Type*

@)

GPF/CPF NO-

Loan Information (* Please Enter Outstanding as on 30/06/2022)

Loan Type

Please £

v

Please Select

Please Select

GPF/CPF Own Contribution

GPF/CPF Bank Contribution

GPF/CPF Balance*

GPF/CPF Monthly
Contribution (s¥/Few a
A B e

GPF/CPF Monthly Deposit
Rate(%) (aa/Sfew « vz
)

Purpose of Appli
R ).

Please Select

A t of Loan Total Principal Taken for SHBL(f#7®= Last Approval Letter of Staff
Applyinganafis som «frne FoTR wom . House Building Loan

Choose File | No file chosen



Previously Taken Staff House Building Loan Information 4= ##5/ 4z v w)(* Please Enter Outstanding as on 30/06/2022)

Loan A/C No Principal Outstanding Amount (%) Interest Amount )

Previously Taken Housing Loan(*f 2= =a>m % »%)(* Please Enter Outstanding as on 30/06/2022)

Loan A/C No Principal Outstanding Amount =) Interest Amount )

Previously Taken Car Loan(g¥ 1% 557 7=+ Please Enter Outstanding as on 30/06/2022)

Loan A/C No Principal Outstanding Amount (s Interest Amount ()

Previously Taken Motorcycle Loan( 4% =5or7w= oray* Please Enter Outstanding as on 30/06/2022)

Loan A/C No Principal Outstanding Amount (=) Interest Amount ¢F)

Group Loan Members Information (3% &= (2 (e GRersm 792 & 7% ¥31 fy ffvms 749

Group Loan Members Infor il

Mortgaze/Proposed Property Information@e#yzefis srwfia faw

Loan Outstanding Amount (&%)

Loan Outstanding Amount (&%)

Loan Outstanding Amount (1)

Loan Outstanding Amount (&%)

*sT SR W T G ¥ R S S I

~GTFE WRT I T G T R ST T I

T T (B T CF FH B SN EE FE

*C% 7 S & (%0 AT TH FI0S T WH0E &1 W s et WAeTs ¥ 390 30 B I

Land/Flat Schedule Information==mmss =v5m) Mortgaze Property AddressEw#yerfas w=f¥s fam)
District Please Select v Property Address(Bangla)
Thana Please Select v y
Ward NO(Bangla)
Mouja Name(Bangla)
Upazila Please Select v
Mortgage Property
Schedule Detailsaw®yawifrs
=¥z s¥FmyBangla) City Corporation Please Select v
Vi
Land Position(wf wvg=)* Please Select v
Area Name(& 77 1% o

Loan CEILING Amount



Mortgaze/Proposed Property Owners Information (* o2 7% o= 1o 75 F30T I97 J0A0% OO TSNS S 73 T Ao o 359)

Land Owner Information Flat Owner Information
Land Owner Name(Bangla) Flat Owner Name(Bangla)

Land Measurement(wfz Area of FLAT in Square
«famereien(In English) Feet (In English)

CAR Parking Area in
Square Feet (In English)

Undetermined Land Area
in Decimal (=31f%s wfse/
wffEe wika «fmmerere (In
English)

All the information provided herein is accurate, correct and complete and that the documents submitted along with this application form are genuine?

OYes ONo
=

© 2022 - ICT Systems Division Rupali Bank Ltd.

After applying the loan the user (Maker) will see the status of the application and get three option edit,
details, download.

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsys-mikd (3 Log off

[ICT SYSTEMS DIVISION ]
Loan Application History | Apply New Application

Show | 10 w entries Search: | By Reg No_
Reg. Application Applied | Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENIOR PRINCIPAL  SHBL for 03/07/2022 Rennovation 2475000 = 12070_LoanApprovaljpg = Pending for Edit | Details Download
ABDULLAH  OFFICER(SENIOR Rupali of Department
AL MAMUN PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022
Showing 1 to 1 of 1 entries Previous | 1 Next

© 2022 - ICT Systems Division,Rupali Bank Ltd.
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4.6 EDIT APPLICATION
To edit the Existing Application, click on the Edit button.

HRMS Staff House Building L - Change Password Hello ho-ictsys-mk! > Log off

[ICT SYSTEMS DIVISION ]
Loan Application History | Apply New Application

Show| 10 ~ entries Search: | By Reg No..
Reg. Application Applied | Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENIOR PRINCIPAL  SHBL for 03/07/2022 Rennovation 2475000 = 12070_LoanApprovaljpg =~ Pending for Edit Details Download
ABDULLAH  OFFICER(SENIOR Rupali of Department
AL MAMUN PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022
Showing 1 to 1 of 1 entries wvious | 1 Next

© 2022 - ICT Systems Division,Rupali Bank Ltd

After clicking edit option button user will come here to edit the information and click Apply button to
save the edited information. No one can edit information after approval of the checker.

HRMS  staff House Building Loan ~ Change Password  Hello hoictsysmk:  C*Log off

| [ICT SYSTEMS DIVISION] | Edit Loan Application

* marked Fields are mandatory

Employee Basic Information (* (3 715% S I{e=H 3745 FA0 I 2R CUIE TIEIS 0 7 O REETS 431 F37)

Loan Circular SHBL for Rupali Bank Employee 202 Father Name* MD. ABDULL BARI
Reg. No* 12070 Mother Name* HALIMA KHATUN
Name+* MD. ABDULLAH AL MAMUN Spouse Name*
Name(Bangla)* (T2 W W T Mobile* 01913468990
Posting ICT_Systems _Division Head Office NID+ 4715378692573
Designation SENIOR PRINCIPAL OFFICER(SEN] Father T B TR
Name(Bangla)*
Toinina Date At Runali 200022012,

11



4.7 DETAILS APPLICATION
To see the details click on the details button.

HRMS  staff House Buildin

- Change Password Hello ho-ictsys-mkl B Log off

[ICT SYSTEMS DIVISION ]

Loan Application History | Apply New Application

Show| 10 ~ entries Search: | By Reg No..
Reg. Application Applied | Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENIOR PRINCIPAL  SHBL for 03/07/2022 Rennovation 2475000 = 12070_LoanApprovaljpg =~ Pending for Edit Details Download
ABDULLAH  OFFICER(SENIOR Rupali of Department
AL MAMUN PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022

Showing 1 to 1 of 1 entries Previ 1 Next

© 2022 - ICT Systems Division,Rupali Bank Ltd.

After clicking the details option user can see the details of the application.

HRMS

Staff House Building Loan ~ Change Password Hello ho-ictsys-mk! G Log off

Employee Basic Information (* (3 7198 O &A% T56 FA0S 11 2R G SIS 9 79 S ZLCAfeS o F39)

Loan Circular SHBL for Rupali Bank Employee 202 Father Name+ MD. ABDULL BARI
Reg. No* 12070 Mother Name+* HALIMA KHATUN
Names+ MD. ABDULLAH AL MAMUN Spouse Name+
Name(Bangla)* TS TRGT T T Mobile* 01913468990
Posting ICT _Systems Division Head Office NID+ 4715378692573
Designation SENIOR PRINCIPAL OFFICER(SENI] Father T W TR
Name(Bangla)*
Joining Date At R;:ﬁ 20/02/2012 Mother e
Name(Bangla)*

PRL Date 31/12/2043
o ez Spouse Name(Bangla) i < Ty

12



4.8 DOWNLOAD APPLICATION
To download the application, click on the download button.

HRMS Staff House Building Loan ~ Change Password Hello ho-ictsys-mk! > Log off

[ICT SYSTEMS DIVISION ]
Loan Application History | Apply New Application

Show| 10 ~ entries Search: | By Reg No
Reg. Application Applied | Previous Approval
No Name Designation Circular Date Category Amount  Letter Status
12070 MD. SENICR PRINCIPAL | SHBL for 03/07/2022 Rennovation 2475000 = 12070_LoanApprovaljpg =~ Pending for Edit Details Download
ABDULLAH  OFFICER(SENIOR Rupali of Depariment
AL MAMUN PROGRAMMER) Bank Flat/Building Head
Employee Approval
2022
Showing 1 to 1 of 1 entries Previous = 1

© 2022 - ICT Systems Division,Rupali Bank Ltd

Applicant can see the Red indication before approval of DIVISION/ZONE/BRANCH Checker user. Red
indication will be removed after approval of DIVISION/ZONE/BRANCH Checker user.

=  rpStaffHouseBuildingApplicationForm

TeEEz
6 weefmaems < Fif5 wrofirem
LIRERCEICH f6 rfzem
GFETR @
wfE offwm (rere):  e.¢
RERGEH 2 SRVATE S T
[CIcERTITEH 33¢00000.00
T o (3FB):  0.00
13 &R affm (37gB):  0.00
gHifes sfiee/wfbiEs 0.00
¥ sffawm (<re1ee):
TG TiAS:
*XEGIAIE TAGATS (TSI AW TGS e 77 | e erwaa Smrsm fFr Swaweafs e )
Toare wAni e ¢ fgeena avm s
TR

SRR AT @ FF:
wifad:

AR FGF FFTFS Sl APF @3z o1

s @ R T 51 (3/TE
AT TG AIFA 0w @ AT

51 % fadrm T o e ey senfa

T A et eam a7 Pz 7rFe ¢ By
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After clicking the download option user will come here. In here to download the application click
download button.

=  rpStaffHouseBuildingApplicationForm

TZAGEATF S - TR 21

TR QTR (<1 214 = =

FAR 1T e WEHS_FTrST_ e _strm ST 5T#/00092033/5

AT 2 i Afearet-2023 @9 AeTH A 2T G S S o T4 241
ot TR Rl
(F) ARG A 13 ARTATZ A AT
(¥) Porora a3 G R A
(1) o ATe ZIfers Argw
() =y/Era e ST &
() & oifaae 03/33/55b8

PR _— AT M- 35, QT T- O, ANFHA B @re, conferarst, Amz-e3r,
®) ° TFEas-eTa have, @s-5re

ST CBTEAY, ¢oNl: FATSRAETAT, ToTEe: T, AMI3-FTA1, TreTas-Sif,

(=) = e cers -4

srafdT fRaat:

5 DIVISION/ZONE/BRANCH END CHECKER

5.1 LOGIN AS A CHECKER
Enter username and password and then press login.

HRMS “JLogin

Login

Enter userid and password to log in.

User ID

Password

© 2022 - ICT Systems Division,Rupali Bank Ltd.
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After login as a checker user will come here.
HRMS Staff House Building Loan ~ Change Password Hello ho-ictsys-ckl & Log off

Web Portal Logged User Details

User Name: ICT System Division, Head Office
Head Of the Department

User ID: ho-ictsys-ck
Department: ICT SYSTEMS DIVISION

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division, Rupali Bank Lid

5.2 CHANGE PASSWORD
To change the password, click change password button.

HRMS  Staff House Building Loan ~ Change Password  Hello ho-ictsysckl (3 Log off

Web Portal Logged User Details

User Name: ICT System Division, Head Office
(@) TN IR feDs e o v e
- B
N T o= fpTeT

User ID: ho-ictsys-ck

Department: ICT SYSTEMS DIVISION

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd.
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After clicking the change password button user will come here for giving input for current password, new
password and conferred password and then click change password button (arrow pointed).

HRMS Staff House Building Loan ~ Change Password Hello ho-ictsysckl  C»Log off

Change Password.
Change Password Form
Current password
New password

Confirm new password

© 2022 - ICT Systems Division,Rupali Bank Ltd.

5.3 APPROVE APPLICATION
Click Submenu of Staff House Building Loan “Pending Staff House Building Loan Applications” to
approve applications.

Staff House Building Loan ~ Change Password  Hello ho-ictsyscki (3 Log off

Pending Staff House Building Loan Applications
Web | aistarLoan Applications

- User Name: ICT System Division, Head Office
(@) TR IRT fAfites
- g
3N ORI S User ID: ho-ictsys-ck

Department: ICT SYSTEMS DIVISION

Logged User Details

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd

To approve the applications user (checker) can approve one by one. Click on the approve option.
HRMS Staff House Building Loan ~ Change Password  Hello ho-ictsyscki  C*Log off

[ICT SYSTEMS DIVISION ]
Pending Loan Application History

Show| 10 v entries Search: | By Reg No.
Reg. Application Applied Previous Approval
No Name Designation Circular Date Category Amount Letter Status
12070 MD. SENIOR PRINCIPAL SHBL for 03/07/2022 Rennovation of 2475000 12070_LoanApprovaljpg = Pending for Approve
ABDULLAH OFFICER(SENIOR Rupali Bank Flat/Building Department
AL MAMUN PROGRAMMER) Employee Head Approval
2022
Showing 1 to 1 of 1 entries Previous | 1 Next

© 2022 - ICT Systems Division,Rupali Bank Ltd.

16



After clicking Approve option user will come here and click Approve.

HRMS  staff House Building Loan ~ Change Password ~ Hellohoictsysck:t  (Log off
IMLUL LY GLTIC L UPUSTU £ 1UPUL LY UWIDLD vl matun
Land Owner Information Flat Owner Information
Land Owner Name(Bangla) (T8 AR T T Flat Owner Name(Bangla)
Land Measurement(wfi® 5.25 Area of FLAT in Square
“fEmicreten(In English) Feet (In English)
CAR Parking Area in

Square Feet (In English)
Undetermined Land Area
in Decimal (@i sRse/

=S wfim sfiamerston (In
English)

. e

© 2022 - ICT Systems Division,Rupali Bank Ltd.

5.4 ALL STAFF LOAN APPLICATIONS
Click Submenu of Staff House Building Loan “All Staff Loan Applications” to see all approved
applications.

HRMS Staff House Building Loan ~ Change Password Hello ho-ictsys-cki > Log off

Pending Staff House Building Loan Applications
We b All Staff Loan Applications

User Name: ICT System Division, Head Office
TNt IRFP Ao ek S ot
@ N
T3 ORI R roT User s o ctsys-ck

Department: ICT SYSTEMS DIVISION

Logged User Details

T

@

Bank Name: Rupali Bank Limited

© 2022 - ICT Systems Division,Rupali Bank Ltd.
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By clicking details and download option user can see application details and download the application in

pdf.

HRMS  staff House Buildin

[ICT SYSTEMS DIVISION ]

All Loan Application History

Show| 10 ~ | entries

Reg.
No Name Designation
12070 MD. SENIOR PRINCIPAL
ABDULLAH = OFFICER(SENIOR
ALMAMUN  PROGRAMMER)
13946 MD. TANVIR | PRINCIPAL
EHSAN QFFICER
(PROGRAMMER)
13961 MD_ ALI PRINCIPAL
SAJJAD OFFICER
SOHAG (PROGRAMMER)

Showing 1 to 3 of 3 entries

@ 2022 - ICT Systems Division Rupali Bank Lid

Circular

SHBL for
Rupali
Bank
Employee
2022

SHBL for
Rupali
Bank
Employee
2022

SHBL for
Rupali
Bank
Employee
2022

Application
Date

03/07/2022

04/07/2022

04/07/2022

Category

Rennovation
of
Flat/Building

Flat
Purchase

Flat
Purchase

Change Password

Applied Previous Approval
Amount  Letter

2475000 12070_LoanApproval jpg

12500000

5000000

Search: | By

Status

Approved By HO
Division/Divisional
Office/Zonal
Office/Branch Head

Approved By HO
Division/Divisional
Office/Zonal
Office/Branch Head

Approved By HO
Division/Divisional
Office/Zonal
Office/Branch Head

Hello ho-ictsys-ckl! > Log off

Re

Details = Download

Details = Download

Details = Download

Previous | 1 Next
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