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Keypad Layout

1. In Use Lamp—Lights when the telephone/fax line is in use.

2. znmc_::.o: Lamps—Show whether Fine or Picture resolution is in
use. Use>Picture resolution 1o send photos and other halftone images.
When ucither is lit, your document will have normal resolution.

3. Power~ ndicates your M620 is on.

4. Contrast —,,b:_vml—._m_:m when you 1. In Use Lamp

8. Poll—Press to poll other faxes or allow anotber fax to poll a
document from your fecder. -

9. Contrast—Provides contrast for a very dark or very light document.

10. Resolution—Lets you select the resolution you need for sending a
document.

2. Resolution Lamps

3. Power Lamp

4. Contrast Lamps \m. Answer Mode Lamp

/]

select light or dark contrast.
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16. One-Touch Keys
11. Function Key
10. Resolution Key
12. Monitor Key
9. Contrast Key

5. Ans Mode Lamp—Remains steady when
the M620 is set to receive faxes automatically.
The light blinks when the M620 is in the function mode.

6. Redial—Automatically redials the last number you called.

7. Speed Dial—Used to store speed-dial numbers in your Autodialer
and to dial speed-dial numbers.

_
_ 15. Numeric Keys

6. Redial Key

14. Start/Copy Key

7. Speed Dial Key
13. Stop/Clear Key

8. Poli Key

11. Function—Used with other keys to n?.:wn
setlings or print reporls.

listen to calls without using the handset.

13. Stop/Clear—Press Stop to cancel information you were entering or
to end a fax transmission or reception. Also, press Stop to leed a
document out without transmitling.

14. Start/Copy—Press Start/Copy to begin transmissions or receptions
or to make copies.

15. Numeric keypad—Use to dial phone numbers and to enter settings.

-16. One-touch keys—Program these keys with your most frequently
dialed fax and phone numbers.

Muratec M620

12. Monitor—Press Monitor to dial numbers or
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Installing Paper Roll

You must install a roll of paper into your M620 before proceeding. Your M620
includes a 98-foot paper roll for fax receptions. Be sure to have plenty of extra
Muratec 98-foot rolls on hand to ensure proper operation and smooth fax
receptions. (Sce page 9, "Recording Paper.”)

To install m—x paper:

1. Lift 5%&%2 cover. Inside the cradle are two plastic paper roll holders.
wmaoé.w_._.:muo and discard the cellophane wrapper.

2. Remove the wrapper from a roll of fax paper.

% %
,. Incorrect

. Insert a paper roll holder in each end

. Gently pull the

- Insert the paper straight down,

. Gently feed the

. Push the paper

. Tear the page

of the paper roll. Place the paper in
the cradle, sliding the ends of
the paper roll holders in
the slots on each
side of the paper
cradle. Make sure
the paper unrolls
under and
toward you.
Pull out
about six
inches of

paper.

paper release lever
(see circle, right)
toward you.

between the paper guide
and the roller.

paper through
until it passes
around the
roller and
emerges.

release lever
back in place.
Close the paper
release cover.

from left to right.

Muratec M620
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Each confirmation report also includes a "Result” listing. A successful
transmission appears in the Result column as "OK." A report for an unsuccessful
transmission includes an explanation of the error and a corresponding error code.
See page 31 for more information on these messages.

Follow these steps to tell your M620 when to print a confirmation report. If
you leave;this feature tumed off, your M620 prints confirmation reports only
after unsuccessful transmission attempts,

1. Press Function, 6.
2. Your »i520 prints the current confirmation report setting.

3. Select desired confirmation report mode.

*  For Send Only, press 1.
* For Send & Recelve, press 2.
*  For No Reponrt, press 3.

4. Press Start/Copy. Your new confirmation report setting is printed.
The alarm signals the end of the function, and the Ans Mode lamp
goes dark.

Note: To return 10 having a confirmation report only after a transmission fails,

repeat steps 1-4. In step 3, select "No Report” (3).

Enter Your TTI

The top of each page you send includes your Transmit Terminal Identifier (TTI),
a name that identifies you to the people who receive your fax transmissions. This
identifier can be your name, the name of your business, or even a greeting. Your
TTI can be up to 32 characters long. Simply choose a name and enter it into your
fax as shown below.

1. Press Function, 2. Your current TTI prints.
2. You may use up to 32 characters in your TTL. A character is a letter, space,

comma,.or period. Use the numeric keypad to enter these characters, and
press Start/Copy after each character.

Note: At various points while you are entering your settings, your M620 prints
question marks. This means no information is stored for the function you are
performing, or that the information previously stored will be replaced by the new
information you enter. If you press Stop when the question mark appears, your
old setting remains. .

To eater a letter of the alphabet, press the numeric key it appears upon. To

tell your M620 which letter you want, press the key once to advance one letter in
the sequence on the key. Please refer 1o the chart below.

Described here are the keys on your fax’s
numeric keypad and the character Number vwha.ruu.o_o key Is
assignments for each. If the corresponding - ; _ A _ "
number is blank, there is no character
available for that option. KEY Resulting Character
Note: When you are finished with one 1 Q z
character, press the Start/Copy key to 2 A B c
advance to the next. 3 o E E
4 G H I
5 J K L
6 M N o
7 P R S
8 T u \J
9 w X Y
L .
S SPAC
o

3. When you have finished spelling the word or words you desire in your
TTI, press Start/Copy a second time after the last letter.

If you accidentally press Start/Copy twice, your M620 accepts what you
have entered so far and the alarm signals that the function is complete. To begin
again, merely start over at step 1.
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5. Use up to 11 characters to enter the name of the individual with the
numeric keypad, as you did when you entered your TTI (see page 12).
Press Start/Copy a second time after the last character of the name.

6. Press 2. Your M620 prints current settings for that speed dial number, and
a a:ommo: mark appears below the words Phone Number.

7. Enter the number exactly as it should be dialed. See "Notes" on page 16.

8. Ifthe L..__?con is correct, press Start/Copy. Your M620 saves these settings

A

and prints them for your verification.
To make a change to the number entered, repeat steps 6-9.

9. Press Start/Copy. The alarm signals the end of the function, and the Ans
Mode lamp goes out.

Notes on Storing Autodialer Numbers

* It you're entering a long-distance telephone number, be sure to precede
the number with a "1™ and the proper area code. If you are dialing from
an office where you are required to begin any call with a "9,” be sure to
remember this.

* To insert a three-second delay in a speed-dial number, press Redlal at
the appropriate location in the number. When you print the autodialer
directory, the pause appears in the speed-dial number as a letter P.

* To save a new telephone number over an existing speed-dial number,
simply enter the new number as you would normally. The new number
replaces the old number in your autodialer. Remember to enter a new
name if necessary.

mawsn An Autodialer Number

The steps for erasing a speed-dial number are identical to the first steps for
storing a speed-dial number, so you should make yourself familiar with this to
avoid inadvertently clearing a number you’ve stored.

1. Press ﬁ:.:n:o:. Speed Dial.

2. Press the two-digit number you wish to erase. Your Mé620 prints the
current information stored for that number.

3. Press 2. This is the option you use to enter a phone number for a speed-dial
number.

4. Your M620 prints the same report again, with one exception. In place of
the phone number, a question mark appears. Press Start/Copy.

5. Press Start/Copy a second time. The same report prints with no phone
pumber listed. The name will still appear, but the speed-dial number is
effectively cleared. If you print this speed-dial number again, you'll see
that neither a phone number nor a name is stored.

Printed Autodialer Directory

The M620 provides a list of all the speed-dial numbers you have programmed, so
you’ll pever be stuck if you forget whether you set ap a speed-dial number for
your accountant,

To print an autodialer directory, press Function, 0, 2.

Using an Autodialer Number

To use an autodialer number to place a telephone call:

1. Pick up the M620’s telephone handset or press Monitor to receive a dial
tone.

2. To dial a speed-dial number, press Speed Dial, then the two-digit number
that has been assigned.

3. If you dialed using the monitor, pick up the handset to begin your
conversation.

Note: For information on using the autodialer to send a fax, see page 19.
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Automatic Transmission with Monitor -

You can also send fax documents automatically. This is handy if you want to
send a fax but don’t want to have to wait until you hear fax tones.

After you enter the fax number, simply press Start. Your fax will automatically
begin trying to fax the document, and when the remote unit answers, the two
faxes will commence communication.

Aulor-atic Redial

If the remote fax is busy, your M620 automatically redials the number eight
times, as illustrated below.

40 seconds Redial attempt 1
40 seconds Redial attempt 2
40 seconds Redial attempt 3

3 minutes Redial attempt 4
40 seconds Redial attempt 5
40 seconds Redial attempt 6
40 seconds Redial attempt 7

3 minutes Redial attempt 8

If your fax is unsuccessful after eight tries, the transmission will error. Press
Stop to tum off the Alarm. Wait a while and try sending the fax again.

Making Copies

Your M620 serves as a convenient copier, S0 you can copy personal documents
such as insurance forms without leaving your desk. With this feature, you can
also get an idea of what documents will look like to the recipient.

To make copies with your machine:
1. Make sure the telephone handset is in its cradle.

2. Place the document to be copied face up in the document feeder.

3. If desired, press Resolution to choose the preferred copy resolution. Press
Contrast to adjust the lightness or darkness of the copy.

4. Press Start/Copy.
When copying more than one page, insert additional pages in the feeder
when the alarm beeps. ,
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the length of time your M620 sounds this ring. If you don’t answer during this
period, your M620 will emit fax tones, trying to communicate with another fax.

Note: After 20 seconds have passed (or the length of time you've chosen) from
the first ring, you cannot manually answer the fax.

Changing Fax/Tel Setting
1. Press nm:n:o:. 9. Your M620 prints your current Fax/Tel setting.
2. Press i ' tum the Fax/Tel on. Press 2 to tumn it off.

3. Press Start/Copy.

Your M620 then prints the current Fax/Tel duration, or length of time from
the first ring of an incoming call until the M620 emits fax tones. This duration is
the length of time you have to answer the call manually.

4. Press 1 for 10 seconds, 2 for 20 seconds, or 3 for 30 seconds.

5. Press Start/Copy.

Note: When Fax/Tel is on, your M620 will always answer after one ring in the
automatic answer mode, no matter what number you have entered in your auto
receive ring count. The caller, however, can’t hear a difference in the ring tone.
The caller will hear only a normal tone for the length of time you’ve determined.
After that time, the caller will hear fax tones as your M620 tries to initiate a fax.

4. Answering Machine Interface

Your M620 can operate side-by-side with many answering machines. This
operation allows the best of both worlds: Callers can leave a message on your
answering machine and remote fax machines can send messages to your M620.
Callers can even leave a message on your answering machine and then press
Start on their units to send a voice and fax message on a single call.

This feature may not work properly with all answering machines. Some
answering machines are unable to co-exist with fax machines.

To tum the Auto Ans lamp on and select automatic fax reception while
allowing your answering machine to receive voice calls:

1. Make sure the Fax/Tel setting is off (see page 23). When the Fax/Tel
setting is on, your M620 always answers after one ring, preventing your
answering machine from responding.

2. Attach the ,.n_aw__o..a line from your answering machine to the M620’s Tel
jack. To work properly with your M620, the answering machine must be
physically attached to the M620’s Tel jack, and not to a wall telephone
jack.

A
Qi —Rnymnm

MGG W0
T TRy

—
1=

Sl

3. Set your answering machine to answer calls after one or two rings. See
your answering machine’s operating instructions for more details.

4. Instruct your M620 to answer calls after more rings than your answering
machine (see page 25). This setting is very important: Your answering
machine must be set to answer calls before your M620.

When someone calls you, your answering machine will respond (because you _
have instructed it to answer after fewer rings than the M620). While the
answering machine responds to calls, your M620 will listen quietly on the
telephone line. Callers will hear the outgoing message you have recorded on
your answering machine and will not be aware of your M620.

If a fax machine calls, your M620 will hear the distinctive tones emitted by
calling units and will come on the line to receive a fax message. Your answering
machine may record a brief portion of the calling fax machine’s tones.

Note: Some remote fax machines may not emit tones. In this case, automatic
reception is not possible in this mode.

You may want to modify your answering machine’s outgoing message once
you have attached your answering machine to your M620. To comply with the
fax transmission standards that calling fax machines must adhere to, keep your
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Caring for Your Fax

With ?ov_ﬁ. installation and a little mainteriance, your Muratec fax machine
should provide dependable service for years to come.

259_@. little day-to-day care is required for your fax, you can take these
simple pretautions to keep it in top form,

*  Muratec recommends that you plug your M620 into a surge protector to
riinimize the possibility of damage or disruption of fax operations.

* Make sure your fax machine is installed according to Muratec's
specifications. Review the site requirements on page 7 before you install
your unit. Don't install your fax where it can overheat, gather dust, or get
splashed by water or other liquids.

*  Use Muratec thermal fax paper labeled for use with your M620 to ensure
first-rate copy quality and long system flife.

*  Clean your fax, if needed.

Cleaning Outside

Use a mild cleaning solution sprayed onto a lint-free towel or cloth to wipe down
the machine’s cover and handset. .

Cleaning Inside

Never attempt to clean inside sealed areas of your unit and never spray cleaning
solution directly onto your fax.

* Never spray cleaner m:mo% on your fax. The drifting spray could
damage components inside your unit.

*  Always unplug your unit before cleaning. Your M620's nonreplaceable
internal battery protects most of the information you have stored.

* Usae lint-free swabs, a mild cleaning solution, and a supply of dust-free
air to clean inside your fax.

* Use a lint-free cloth moistened with cleaning solution to wipe the plastic
surfaces inside your unit.

* Use lint-free swabs moistened with cleaning solution to gently wipe
components inside your fax.

Use dry, dust-free compressed air to gently blow dust and other material
from areas you cannot reach with swabs.
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Common Questions

If you have a question about using your machine, read the section that applies to
your particular question.

General Questions

Q:

A:

Q:
A:

ﬁct do I know what my fax number is?

il your office operates on a single phore line, your fax number is the
same as your phone number.

Where do I add ink or toner to make my fax print darker?

Your fax does not use ink or toner. Instead, it uses a special printing
technique called thermal printing. You can adjust the darkness of the
pages you transmit and copy—just insert your page and press the
Contrast key until you see the Light setting. This setting is designed
to enable light originals to print darker. After you've adjusted the
sctting, transmit or copy as you normally would.

When I unplug my machine, will I lose the information I've entered
(TTI, autodialer numbers, etc.)?

A nonreplaceable battery inside the M620 protects most of your
settings if power fails or if you decide to move your fax. You will,
however, need to reset your date and time.

Alarm Light and Alarm
Q:
A:

How do I turn off my machine’s Alarm light and Alarm?

In some cases your fax will print an error message for help in
diagnosing the problem. Fix the problem and press Stop.

Transmitting

Q

A:

I just tried to send a fax. I dialed a number and heard a horrible
screeching sound, so I bung up.

Don’t worry: You will hear screeching sounds any time you call a
fax machine that answers cails automatically. Fax machines use
these tones to signal a fax communication. Next time you hear the
tones, just press Start/Copy to send a fax.

B

R

>R

ro 2R

>R

Why can’t I send a fax? I just dialed the number, hung up the
handset, and pressed Start/Copy.

Press Start/Copy before you disconnect the call so yoor fax knows
what to do.

Can I transmit and receive at the same time?

No, but use the call reserve feature (see page 27) to ask the remote
operator if he or she wants to transmit or receive after your
transaction is completed.

Do I have to dial a "1" for long distance?

Yes. Remember to include any numbers needed for long-distance
dialing when you program your one-touch and speed-dial numbers.
You can even include a special pause character needed when calling
through a telephone system that requires "9-" to reach an outside line
(see page 19).

How do I send a fax to an overseas telephone number?

Dialing requirements for overseas calls may vary depending on your
local telephone company’s requirements. For most overseas calls,
dial 011, then the appropriate country code, city code, and phone
number. Country and city codes are frequently included in the front
section of telephone directories. Contact an international operator at
your local phone company for further information on placing an
international call.

Sometimes my fax transmissions take a long time. What causes this

to happen?

Several things can cause slow fax transmissions. If you're sending

pages in fine resolution or in grayscale, there is more information to '
be sent over the phone lines, which results in longer transmissions.

Or, slow transmissions can be caused by poor phone conditions.

Can I transmit if my fax is out of paper?
Yes, however confirmation reports are not available when
transmitting without recording paper in your fax.

How do I transmit a double-sided page?
Make a copy of the reverse side of the document. Then transmit as a
two-page document.

Can I transmit pages from a newspaper?
No. Newspaper can jam in your document feeder.
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Storage, Location Tips
Q:  "Where should I put my fax machine?
A:  Keep the following precautions in mind when choosing a place for
‘your machine:

. U,o:; install your machine where it can be splashed by water.

. ,_.A._mmv your machine away from cooking areas, dust, and household
spray cleaners.

. Ug.. install your machine on the same outlet as a high-consumption
appliance or device such as a copy machine,

*  Keep your machine out of direct sunlight.

Do not keep your fax inside a drawer.

Where should I store fax paper?

Keep fax paper away from heat, bright sunlight, solvents, cleaners, and

vinyls.

PR .

Can I use a dust cover on my fax?
No: A dust cover blocks air circulation and could cause your fax to
overheat.

>R

Telephone Features

Q: My fax machine’s speaker phone doesn’t work.

A:  The monitor speaker on your fax is not a two-way monitor. The
monitor is used for on-hook dialing and hands-free fax transmissions
only not for voice conversations. You can’t talk to your callers using
your machine’s monitor.

Muratec’s Full Circle Service

If you have a question about your machine that isn’t answered in this manual,
you can call our trained support personnel toll-free. They’ll be happy to help you
with the problem, and they have an excellent track record: More than 90 percent
of our users’ questions are solved over the telephone.

Before you call, please have your machine’s serial number ready.

To find your machine's serial number, look on the bottom of your fax. You
will see a label with a bar code printed on it. The last eight numbers on the bar
code label are your serial number. :

Our toll-free number is: 1-800-347-3295

For information on ordering paper and other fax supplies, dial:
1-800-292-2492.

In Canada, our toll-free number is: 1-800-347-3271
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ER96, 97, 98—Reception failed due to a malfunction of the receiving
fax.

BUSY—Transmission is not possible at this time because
receiving telephone fax line is engaged. This error

message appears only after your M620 attempts eight
automatic redials. Try your call a little Iater.

-

Paper:Jams
Occasionally, a page may jam in the document feeder or paper feeder of your
fax. If this occurs, do not pull the original document out of the document feeder

from the ouiside. This may damage your document feeder. Instead, do the
following:

Original Document Jam

Press down on the jam release key, which will release the document.
Recording Paper Jam

1. Lift the paper cover.

2. Pull out the jammed portion of the paper completely. Tear off the wrinkled
portion of paper, then thread fresh recording paper through the paper path.

3. Close the M620’s cover.

4. Tear off the extra recording paper from left to right.
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Muratec unit to a PBX without first checking with the system manufacturer or
service representative.

Pulse Away...«.v. Tone Dialing

Zoﬂ.,,.a_ovro:o systems in the United States offer pulse (rotary) and
touch-tone¢ dialing options. Muratec units are compatible with both rotary and

tone &m::m signal requirements. Check your operating instructions for
informatinion setting your unit for pulse or touch-tone dialing.

Resolution,,
The rtsolution of documents transmitted or copied by fax machines is

measured by the number of horizontal (H) and vertical (V) lines per inch the unit
can print. Your Muratec unit offers the following resolution levels:

Norm: 203H x 98V Ipi

Fine: 203H x 196V Ipi

Your unit also offers 16-level grayscale transmissions for accurate
reproduction of photographs,
RJ-11C

A standard plug-in telephone jack. The RJ-11C is commonly used in North
America for telephone line connections, but call your telephone company if you
are unsure of the type of jacks in your office.
Surge Protector

A device that protects your telephone or electrical lines. A telephone surge
protector can absorb and divert high-voltage surges caused by lightning or static
electricity without interfering with normal telephone operation. An electrical
surge protector protects your fax from high-voltage susges in the AC line that
may cause damage to your fax.

Touch-Tone

A push-button telephone or the characteristic tones made by such a phone.
Also a registered trademark of Western Electric for a brand of telephones.

Transmit Terminal Identifier

Your TTT is sent automatically with every page you send, and appears at the
top of each page printed by the receiving unit. The TTI can be your personal or
business name or any other identifier.

Muratec M620
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Cet appareil numéruique respecte les limites de bruits radioélectruiques applicables aux
appareils numériques de Classe B prescrites dans Ia norme sur le matériel brouilleur:
"Appareils Numériques," NMB-003 édictée par le ministre des Communications.

Notice: The Canadian Department of Communications label identifies certified
equipment. This certification means the equipment meets certain telecommunications
network protective, operational and safety requirements. The Department does not
guarantee tlie equipment will operate to the user’s satisfaction.

Before instilling this equipment, users should ensure that it is permissible to be
connected {6 the facilities of the local telecommunications company. The equipment must
also be instslled using an acceptable method of connection. Sometimes, the company’s
inside win¥ associated with a single line individual service may be extended with a
certified connector assembly (telephone extension cord). The customer should be aware
that compliance with these conditions may not prevent degradation of service in some
situations.

Repairs to certified equipment should be made by an authorized Canadian maintenance
facility designated by the supplier. Any equipment malfunctions or repairs or altemations
made by the user to this equipment may give the telecommunications company cause to
request the user to disconnect the equipment.

Users should ensure for their own protection that the electrical ground connections of the
power utility, telephone lines and intemal metallic water pipe system, if present, are
connected. This precaution may be particularly important in rural areas.

Caution: Users should not attempt to make such connections themselves, but should
contact the appropriate electric inspection authority or electrician.

The Load Number assigned to each terminal device denotes the percentage of the total
load to be connected to a telephone loop which is used by the device to prevent
overloading. The termination on a loop may consist of any combination of devices
subject only to the requirement that the total of the load numbers of all the devices does
not exceed 100. The DOC Load Number for your fax is 20.
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reordering 8, 25
Phone number data, missing 21
Photographs, faxing 19
Polling 4, 27,28
Power,consumption 7
voimw,.ooa 3
_uoionwmcwv_w 3,7
Printitig

activity reports 21

autodialer directory 16

basic settings 13

confirmation reports 12

quick reference 11
Pulse dialing 9
Questions 28
Receiving a fax 22
Recording paper cover 3
Redial 4, 17,20
Reference, quick printout 11
Reception

automatic 23

errors 30

faxftel 23

manual 23, 25

questions 29

with an answering machine 24

Reports 11, 12, 13, 16, 21
Requesting a call 27
Resolution 4, 19
Ring count 25
Ringer volume control 3
Rotary dialing 9
Second phone, line jack 3, 27
Sending a fax 19
Service 30, 39
Setting(s) 11

clearing beforeuse 9

confirmation report 11
date and time 11
dialing mode 9
printing your 13

ring count, automatic 25

adocument for polling 27
Setup

checklist 9

quick 7

Site requirements 5,7
Speaker 3,17,19,30
Specifications 5
Speed dial 4, 15, 16
Storing speed-dial numbers 15
Surge protector 7
Suggestions for installation 5
TTI, entering your 12
Telephone

connections 7

dialing with 17
Terminal ID 13
Tips

for installation 5, 30

for sending a fax 19

for storing autodialer numbers 16
Toll-free line

for questions 39

for reordering paper 8, 25
Tone/pulse

setting 9

switch 3
Transferring a call

from a second phone to the fax 27
Transmitting a fax 19, 20, 28, 30
‘Warranty 39

38
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