\ A A AAAALAALAALBAAALAAAAD

Eyes
Level with top
“1\ . 1/30f screen.
“ ] G- 24"

Same height as elbow
with wrists slightly bent.
Keystroke gently!

Do not cradle
phone between
head and

shoulder! Mouse
Elbows Adjacent to and
AR, at same height

At sides - slightly
more than 90

degree bend.
Chair Height

Chair Hips slightly more than S0
ully adjustable with degrees, feet flat on the floor
umbar support in

as keyboard.

Take breaks
every
30 mir:
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wuItasaU
Wwdhittudindeya / ¥ mdhiiszuuaussuiomes
(youstiupinug gadl 1 $1uau 86 o) Ineuseatud 13
-
1. “Save” 1Wuddsldvinesls
N, BenAudeya
v Uauludeya
A, Juinuiiuveya
1. avwludeya

3. wilvuiludoya

2. “Copy” iumdsldnazls
N Wauiludeya
U Anfendoya
A, Juinuiudeya
1. avwludeya

3. wilvuiludoya

3. masnldlaududayalninoasls

. Save

U.  New

A.  Open
3. Save as
9. File

4. Monitor Bunefsezls
N, gunsaidsuviiuuasnn
U VAN
A, wluRun
3 WhegAu

9. LEUNAS

5. wunatuiingna dalanargnsias

n. Ctrl + v
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9. Ctrl + x

A Ctrl+p
3. Ctrl + s
9. Ctrl+z

=

6. vinvasududayandnnulu word fisnasaieveituiindussls

N TXT

v.  JPEG
A.  BMP
3. DOC
9. word

7. Wadasnisanianadantaaedunan Tildandasla

N. Delete
9.  Move
A.  Cut

3. Undo/Typing

9. Paste

8. Wadawmstedaya neulddwin Adsvinegelsnau

a 4 o A

N, AANTIANELAdBUENe
9. AANTIAIEI9

A, anuhdrguteya
5. pAnficdaudle

2. Lifitelandnigndes

9. Waldrds Copy azdasldAaslaniaamnass

n.  Open
9. Cut

A. Paste
3. Save
3. Undo

10. MsFee@EiuTunauNsAnaaniigndes daland1agndas

N szuiedeya - AN - ANdIARaeN
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'
o o ¥ o

U A8 - SEUNEURYA — ANdIARAeN

A, SEuneteya - MdwRRaen - A9

' '
o o w

3. AFIAnann — ANEIINY

9. AANYN - ARABDA - AIFIY

11. msdeiudnaan uandreiuagisls
n. dedeyanslunianauvig luusingluniailvg
9. Anaendeyaddluniuduvieg luusingluniialg
A deuazAnaendeyaiiuluniiidume luusngluwialng
4. deuazdnaenteyaifyluniadume Tuusngluudal

2. dreuazdAnaendeyaisluniiuaeg uagusingluuwiuln

' '
oL

12. msunundoyavziianaiangn e

1%
o o

A, dAenuuin

D

¥

V. HUUBUAUIN

Y

o

A, LUeuatiey

Y

£

4 NuiFgneamIunauIYn Ty

Y

2. Lifitelandnigndes

13, WeduArirduniuda Ifnesiwasnszwivey UjltReedls
N, AanUuANas
v, faidemuiifesnisium
A, ldundadniidriniy
1. audeyaiiusingreu

2. Lifitelandnigndes

14. uauTei3es Title Bar snthilegndls delananngndas
n. dusansdarommaildlumsrie
9. dvdunansdoveuiluionans
A, Wudysnwalnmsilaldau
a. LﬂuﬁwaﬂamumiaiﬁwmsumLaﬂmiﬁﬁwma%ﬂummzﬁu

3. lddwiu vee go gu Uanthnsviauvedlusunsuiu

15. Msvuiinenansivad Agelipetuin daunsunudale

. File >>> Save
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9. File >>> Open
A. File >>> Save all
4. File >>> Save New

9. File >>> Save as

16. Ctrl + Z Jufdedn fdsla
N, nEnAuNn
9. asnuduenaislul
A, dsnwIRlaEule
3. Waunnenans

9. AUNWLDNAITIINNIUATIINUN

17. Ctrl + P (Uuddedn deriduinldunuand delandragndias

A, asawiluenansivd

o v w v A

Y. WADnuIETnLEUla
A, Wawduenans

4 AUeNANTEBNNIATOINUN

'
[

9. ANEIN

18. Ctrl + V Jumdsan Nedgunldunuand dalanangndas

A, ANEIINY
9. AdIARaBN
A, AFIUUTN

1. mdaUawiulng

2. Lifitelandnigndes

19. Ctrl + C Jumdsan Nedgunldunuand dalanagndas

'
U v

A, ANdIARaBN

'
U v =

9. AFUUN
A, Adutawiulng
1. hifidelanagndes

'
[

9. AAYNLENNITRUN

20. Ctrl + B dalandnigndias

A, ONWYIALDYY
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WALARIDNYS
DNYIAINUN
YLauleRI8NYs

WLYUINFIONYS

21. Ctrl + A dalandnagndes

f.

9.

A.

J.

q.

Fendayationu
gndnnIsiuideoya
FuriienansmanIosiun
Waudnienaslug

§revoya

22. Ctrl + N daland1agndias

f.
.
A.
d.

q.

23. ANAAINUWA9nsING nna Shift A1awan Nunazidudianusla

24. FNNAMUNANIWBINGY f Bnna Shift A1uda Runazidunldnwesla
.
<.
A.
.

q.

25. ¥nAaan1skatavuin inuwenals daunauniudsla

f.
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FuriienansmanIosiun
Waudnienaslug
§revoya

Juiinvaya

J

@ Ty 98

A
S
D
J

F

AdnLAaNLIY File >> New




U AANEeNIY Tool >>> AutoSummarize
. AANEBNWY Formal >>> Insert
4. AANEeNIY Page Number >>> Insert

3. AANENLUY Insert >>> Page Number

26. Ctrl + F daland1agndas
n. mdsduiin
9. Adsdum
A, AEIENENNISRUN
9. Adedndnual

3. Adaudeya

27. BNABINISABNKUUDNYS LABNAHIAN AU LA

A, Ctrl+F
9. Ctrl+D
A Ctrl+V
L Crl+C
9. Ctrl+Z

28. Save as WANFINNU Save AUTDLA

Y

A, UUNBNEISHAN

L=

9. vunnenasivy
A, TuUNNBNEISNR Y word WINtu
1. Juinenansilaly excel wintu

9. Yuiinenansilylu Power point 1inilu

[ 4

29. N15NSN duanwallvunaunIuYale

v

A, Aan@enY SUNW (Picture) >>> wnsn (Insert)

Y Y

U, pANEeNWY WnIn (nsert) >>> dydnwaliivey (Symbol...)
A, AANEBNY UNSN (Insert) >>> N3N (SmartArt)
4. AdnEeNLIYLNIN (Insert) >>> 3Unw (Picture)

2. Lifitelandigndes

30. Msadrwenasivi laglduaumymadala

.  File >>> New
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9. File >>> New as
A.  File >>> New file
3. File >>> Open

9. File >>>New Document

[

31. wndeenisiasuniwlaenidly azasanlindydnwallauy

A, Ctrl
9. Enter
A. Tab
L0~

3. Esc

32. Mmaidenaquiayaiidiosns reuthluanedeiumisiides Bondndds
n.  Juiin (Save)
v, il (Edit)
A.  Anaan (Copy)
3. 1 (Paste)

2. AU (Search)

33, nslavseunsndeniudad ieanuarsnuldiuienans fvunsunmudelandn
andesiiga

N wnIn >> JUAI >> Smart Art

V. HnIn >> Unw >> Clip Art

A, Wnsn >> U >>> JUT

3. unsn >> dyanwal

. WNgn >> Word Art

34. arsidenAasla Liladasnsiandayanang qyanvilouiu
n.  Ruler

9. Full Scene

A.  Page
3. Insert
3. Copy
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a ¢

35. fnanus (Font) Nausanundltavduaaving (o) lnglidasna Shift Audunun

a o a ¢

TagauIsaNunnanwsNunna9150n (1) nanetdudavlnegld Tngwuuaranysuuiiye

Avingatgls
A.  TH SarabunPsK
9. TH SarabunUPC
A. TH SarabunNew
3. TH SarabunPsKe
9. TH SarabunPsKITe

36. NNSYNDNWIANUN TUAdILla

n.  UTH
v. B
AU
L

2 Z

37. NN5YIN9NWSHAEY TgA1dala

n. U
v |

A B
L A
9. C

38. N1sAnLaUlfAI9nNYs Tdadala

N Z
v A
A C
L

3. U

39. fdlasnisiuiianansianieniin arsiuvatndls dalandrigniaian

n. 14
. 1-2-3-4
A 1,234
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L0124
3. Al

40. nMsEueNANUTaWLIBaY AsTETUsNTle WanzauTign
A.  Microsoft Office Word
9. Adobe Reader
A.  Microsoft Office Excel
3. Microsoft Office PowerPoint

3.  Notepad

a1. w3eshntavlussuuufiRnnsaeuiiamas Ae
N.  Adobe Reader
9. Notepad
A.  Calculator
4. HighLight Dictionary

3. Outlook Express

42. lapauinilugunsslng fie dalananigndas

n.  Copy
9. Paste
. Cut

3. Delete
3. Enter

43. lapau ke P PMBARDING

n. Paste
9. Cut

A. Delete
3.  Enter
3. Copy

44, vinndnans word o 20 M1 N1SLARIUNIAELARULENANSIUIazuINNIMTIIUSTINA 1ag

Lailandhgavinevsendiusn Tildadelalunsidouy

n.  Ctrl + Home
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9. Ctrl + End
A. Page Up
3. Page Down

3. Home

45. Yalanan1gniod NATINVY I1UIUREU 21,000 UM

A B C D E F
2 dayisesu ede
3
4 i T3 QLR GEIUEE)
(o Z E W) ﬁl_:rl 1) 1
I_ 3 {_I_::j 1) 3 W) 1y
5 |_|_ _'1.:::1 1) Z W) 1
Q g 2::| W 1000 1.000
11 EREY 21,000

A, =SUM(C5:C11)

Y. =C5+C6+C7+C8+C9+C10

A.  =SUM(C5:C12)

3. =C5+C6+CT7+C8+C9+C10+C11
9. =SUM(C5+C10)
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46. Yalanan1gniiod NATINVY I1UIUREU 16,000 UM

A B iz D E
z UeyTseiu Twdw
2
il it 185U ERTSETRLa] R
i) Z 5,000 4.0 1
T 3 a.000 3.0 1
] g 3,000 20 1
Q g 2,000 1.0 1
11 FREL| 21.000 160
. =SUM(D5:D12)
9. =D5+D6+D7+D8+D9+D10+D11
A.  =SUM(D5+D10)
3. = SUM(D5-D10)
2. =D5+4D10
47. Yalandnagndies vanRuAIMED FI1UIURY 1,000 UM
A B C D E
2 Ueayflsedu s1edw
3
a ddufl R S8 Aaida
& 2 5,000 4,000
T 3 ﬂ:ijlj:\l:?l 3:2:\::\::\
8 ful 3:::'| 1)} 2:::'| 1)}
Q g 2:'j|'| | 1000
11 573 21.000 16,000
12
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=C5+D6
=SUM(C5-D5)
= SUM(C5+D5)
=B5-D5
=C11-D11

48. Yalandnagniies vanRuAIMED F1UIURY 5,000 UM

(W3]

L

A B C D E
daydseiu mdn
gndud 85U ARl AaLHED
2 5,000 4.0 1
3 4,000 30 1
4 3000 20 1
5 2000 10 1
374 21.000 15,0 E,
= SUM(E5+E11)
=C11-E11
=C11-D11
= SUM(E5+E12)

= SUM(E5-E10)

49. NMSNNKUIBANNINNANVDILATDIABUNILADS UU1AI NITIANNRUIBAIUIIAIUTD

T

f.

ROM
CD-ROM
DVD
RAM

Lifitelanaigndes

U lay Ysziud 107 http://pun2013.bth.cc / http://valrom2012.fix.gs
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50. 151Astaentdiasasnunuuule dusuiuntenasnddun (Copy) wiu Tudsdudn

FagU7
n.  1A3esRuy Thermal (Thermal Priter)
9. A3esiiud (Allin-one)
A A3esiuinenun3ng (Dot Matrix Printer)
9. A3esiuiiawes (Laser Printer)
3. Adesfiuridade (Inkjet Printer)

51. mieglduanszAuaNazdenvananIn (Monitor) dalana1ignsias

f.

9.

A.

J.

q.

Baud
DPI
Pixel
PPM
Kb

52. thdensdnsasdaya (Backup) dayalugrudayavuialvg Arsiaenniigndudn

d1sesludela
1. CD-ROM
9. Floppy Disk
A. Hard Disk

J.

q.

Magnetic Tape
DvD

53. M3dy/Sudayaseniteniiglszuis MieAINTN WAZNUIEAIUAN input /output

(I/0 Control) audala

f.

9.

A.

J.

q.

adem (Slot)
Ua (Bus)
u3a (Rack)
wasn (Port)
CPU

54. Yalai3esdnnun1siaueu TWsunsu Microsoft Word l@aginsgnsias

A. Start > Programs > Microsoft Word > Microsoft office
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9. Start > Microsoft office > Programs > Microsoft Word
A. Start > Microsoft Word > Programs > Microsoft office
4. Start > Programs > Microsoft office > Microsoft Word

9. lifitelanagnias

1 v

55. 81699 INUWIANUIELBYNGUR TUMUINITINYTEUIaU Taeiiilaaduannuneg

wisloufiu aasidanldwanuasdrineausiala snldifieauazain
N. Database
9. Desktop publisher
A. Spreadsheet
3. Word Processor

3. lWififelanagneias

56..31073t8enganwIsludala wnldaulunisAuiauasinsieidayanistiu (Finance)

N. Database

9. Desktop publisher
A. Spreadsheet

3. Word Processor

3. Wififelanagnias

57.91ndayaraluil “http:/pun2013.bth.cc” thadasfuuinislaluiaiadie

dumasiin
A, E-mail
9. New Group
A. Internet phone
3. Web

3. Wififelanagnias

58. “valrom2009@hotmail.com” wgatasnuusnisialulasadnedumasiin

. New Group

9. Internet phone
A. Web

3. E-mail

3. lififelanagnies
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59. §i

f.

60. 7

f.

61.

f.

62.

f.

Finlaenalu “Recording” dalaliianununelndifesign

RY)

Yo

Sinlaenaly “Software” wu1edis mudala

FaA3esnouiines
syuvansaunaivanldu
U Adandolusunsy

URHG!

ANSUUTIN

Yo

Lanlaenalu “Hardware” Bu1ehe audala

RY)

druiiduiuniesnaufion asvsogUnInisautg
syuvansaunaivanldu

U Adandolusunsy

ULHG!

ANSUUTIN

Yo

Sinlaenaly “information System” wungfs anudala

druiiduiuniesnaufion asvsogUnInisautg
syuvansaunanivanldu

U Adandolusunsy

URHG!

ANSUUTIN

Yo =

druiiduiuniesnaufion asvsogUnInisautng
syuvansaunaivanldu

U Adandolusunsy

Toyatdn

N3TIUTINTBYAAY Liteyin1sdudin

PN 3 Microsoft Excel - Book1 ME=E vidadasls

f.

9.

.

WOULIYUNS
wauLAIeIagUN M

wauLAsesadnsULUY
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3. LAUTBLIDY

2. lifitelagn

64. Wsunsululaswanddniwa ( Microsoft Excel ) 1ulusunsuussinnla
n. Wsunsunswaing
¥, Wiknsudnauedeya
A, TUsunsunsusELIam
A TUsunsumseAulndianseiing

3. Wififelanagneias

65. = “uungiatola
N, WaTWonluiA
9. madeslywmansdi
A, M3TeEwutaya
4. wane3snisld Excel

9. dyanvalnusingy

66. wmﬂﬁw’iﬂﬂ

. MIgdtegiouiu

U @naku
A, N15I9Y
1. mMsweulyaranyiln

2. ANSINFIDNYT

67. dalanarliignsaaneafiunsUauduianans
n. msUauluvinlalne aanede uity => Ua
9. Sutluideanistadslane Suiinunneu viiometufinuuduaiinisds uulawiseiinisnnuss

Jamnuluenals aziidarnuniuinfnesnisasulUasasluniunsall

f. Dauililnensadnidenty
4. U8 n. uavle A. nanlignees

3. lififelanailiignsias

68. Midsuyaiddnuslinanidentula
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B U |

.
% Arial -
A i -

o 100%

3. lififelanagnias

69. nmwiliidednezls | &
N, LavdnIuE
U WOUMEALNY
A WAUGATAIUIN
1. ndousesleniuny

3. Wififelanagnias

70. Yaland1dlsignsiag

a

n. fwemsetenndluenarsli Fadrelvindndaysy

v v v a

¥, dweinstenluenarsivied asanats indndaysy

Y v

A, esnsteniuluwenarstilududeslindndysy
3. 4o n. waz 2. nanligndes

3. lififelanailiignsies

a o

71. fusdesnisasuynussnisuaaiululysunsa Tiadndgyanuaisule

n &

v

o 100% -
n B

3. Lifitelagnéies

72. mswaeudiidnusinldlagnisadndaniule

Sy -
A
v, =
o &k
o
3. Wifidelanagneias
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73. fidasnsunsngunwdads Tiadnigendydnuaisula

v

A,
n =
v, (8l
A Eh
. @
3. Wififelanagneias

74. Aygnefstale
N, YSuruaguaw
U UNINATNAINUH
A, UFuAnuile- adnegunm
1. USulvumdsunm

3. Wififelanagneias

o o

75. NsUseRwIn9nYs Mldlagnisiaaniasasiiale

LE)

n A
o -
g, |-
A,
.
3. Wififelanagnias

76. NMSHANUAREIUTNN bALAENISLSENLAT 9B 1A

n
0 24
o
. E
3. Wififelanagnias

77. vwanszmeildlunmsiuvienansialuiedela
n. B4
U, Ad
A. Letter
3. B5
2. A3
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78. tuaugasvsauauaaiuzmely eunsaisennduunlaglunlug

f.

9.

A.

J.

q.

wily
LD
wilal
wWnsn

MTINTU

79. Wdnudniantuiinudazivuanala

f.

9.

A.

N

q.

ppt
.doc
Xls

xml

.ex

80. Idnudniantuiiniduiumwaudaziinuanala

f.

9.

A.

N

q.

.doc
Xls
xml

.ex

ppt

81. NMsAUIUVNAaNlEaeAsIEIUsSHNSHTA

f.

Microsoft Word
Microsoft Excel
Microsoft Access
Microsoft PowerPoint

LifiTelanagneas

82. YolafennaudRnd Aty vaslusunsu Microsoft Excel

f.

9.

A.

Dulusunsuildlunsiuiau
Hulusunsuildlunisesnuuugunineinge
Julusunsufitslumsanudsnimuazias nwslaa
Hulusunsufidansteyalumnilsidueened

anABINNUD
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83. tolavialutindnAsguaudaiidrdyvaslusunsy Microsoft Excel ldgndasiign
n. Excel Wansadwingnstnuaadle
7. Excel limunsadounduinuiludoyaluadlindsanniuasusadiniud
A, Excel annsaflazosdduteyaifesnisannmssiiaseild
1. Excel annsonnusismnsldusliaunsadunteyaanassilimiousuls

3. Wififelanagneias

84. falaliuteFunvasnsaiilfiiudoyavesTusiunsu Microsoft Excel
N. Name Box
¥. Title Bar
f. Sheet Tabar
1. Worksheet

9. File

85. dauusznaulaveslusunsu Microsoft Excel dus Microsoft Word il
n. wauasasile (Tool Bar)
. LLaU%aﬁaq(ﬂtle Bar)
A, uAUREY (Menu Bar)
3. waugns (Formular Bar)

3. lifidelagndes

86. :NANT1INULaLasaaudaanududasendn
A, 57 (Row)
v, waa (Cell)
A. @un (Column)
4. A3 (Table)

3. lifidelanagndes

wtageuyaienaluusslonilivinites vaudwmidunisuusdu (Wannl) aeuliindsiusu

WWITRABULAZN.T.U.M9) MNEAUTENISLA 11NenTaNaasudanBius valrom2009@hotmail.com
snilunszanedregy wlaudluligndeseluvelilamilunisasunnau

<@ ']
vl

http://pun2013.bth.cc http://valrom2012.fix.gs (1RAEAIUEIASU)
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=y v Y o a ¢
mn‘uaga / BRTRUINISUUNUABUNIINDS

WRAsLUITaEaU

@uthiit
(ot 1) Tngusziiug 1n3ud ﬁ\‘iﬁﬂ%’U

421 |a. 4931 |4 49 61 | 2.
402 | . 4032 | a. 49 62 | 3.
493 |a. 4033 | Q. 49 63 | 4.
404 |w. 4034 | Q. 49 64 | 4.
405 | 4035 | Q. 48 65 | n.
406 | . 4036 | 9. 49 66 | 4.
407 |a. 4037 | 9. 48 67 | A.
488 |a. 4038 | a. 49 68 | .
409 |a. 4039 | 4. 49 69 | A.
49 10 | A 4040 | 4. 48 70 | A
49 11 | n. 4o 41 | q. 4971 | a.
49 12 | . 4o 42 | a. 40 72 | .
49 13 | 2. 4043 | n. 4873 | 2.
49 14 | . 4o 44 | q. 40 74 | .
49 15 | a. 4045 | 9. 48 75 | n.
49 16 | n. 4046 | a. 48 76 | n.
49 17 | a. 4o 47 | . 40 77 | 2.
49 18 | n. 4048 | a. 48 78 | 2.
49 19 | n. 4049 | 4. 48 79 | A
48 20 | A. 4950 | a. 48 80 | A.
4921 | n. 4051 | a. 49 81 | .
49 22 | a. 49 52 | «. 49 82 | 4.
48 23 | A 49 53 | 4. 49 83 | A
4924 |9 4054 | 4. 49 84 | 4.
4925 |2 49 55 | 4. 49 85 | 4.
4026 | ¥ 4056 | a. 49 86 | .
49 27 | . 49 57 | «. NagaU
1228 | ¥ 1958 |« GLEVRT)
4029 | 4959 | A. Tvad
48 30 | n. 49 60 | n. Tunnsaeu

4 1 < o/ ¢ (Y a - v 1 o/
mumawuﬂwmmmaanqwmauimwaaanﬂjaaauaaa‘lﬂmu@ﬂsu
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Fanmwsange FJonenlne Wi
1. New @5 ad1atonansing
Open \Ua Waenasiiufiwednisduiinl
Save Uuiin Tufinenansasfan

Print AW AUNWLDNANTODNNILATDINUNWLUUAIU

2
3
a
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